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Chapter : 1 
Working with Computer 


We will learn about 


Definition of Computer 
Different parts of Computer 


Organization of Data 
Need for computer networks and 
advantages 


1.1 What is a Computer ? 

Derived from the word compute, which means to calculate, a computer is an electronic 
device capable of solving problems by accepting data, performing prescribed operations 
onthe data at a very high speed and supplying the result of these operations. 


A computer can be used to write letters, draw pictures, do calculations, play games and do 
hundreds of other things. Information about the work (data) and instructions (program) 
are given (input) to the computer. The computer works on (process) the data according to 
the instructions, to give the desired results (output). Acomputer also remembers (stores) 
the data and instructions given to it, to be used later. 


Thus a computer may be defined as a device that takes in data and instructions and 
processes the data according to the instructions to produce an output. Computers are 
popular because they are very fast and accurate in working out difficult and lengthy 
problems, Computers that are generally used in offices and schools are called Personal 
Computers or PCs 


All the parts of the computer that we can touch and feel are called Hardware and the 
instructions or information that the user gives to the computer are called Software. 
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1.2 Parts of a Personal Computer (PC) 

The main parts of a personal computer are the System Unit, Monitor, Keyboard and 
Mouse, The system unit primarily consists of : 

i. Motherboard. ii. Processor. iii. Memory. iv. Display Card (Built in / External). v. 
Floppy Disk Drive. vi. Hard Disk Drive. vii. CD-ROM Drive. viii. Cabinet with power 


supply etc. 


Motherboard : All PCs have one common feature ; they are built with single, large 


printed circuit board. This big board essentially called the Motherboard, is the physical ` 


and logical backbone of the entire computer. The motherboard holds the most vital 
electronic components that constitute the PC, those that define its functions and 
expandability. These include the microprocessor, BIOS, memory, storage, expansion 
slots, ports and usually the video and audio functions. The motherboard being the basic 
element largely determines the capabilities of a computer and the overall performance of 
the system. 


The electronic component on the motherboard carry out most of the functions of the 
machine i.e. running programs, making calculations, checking the hardware components 
etc. 


Processor : One of the most vital parts of the electronic component on the motherboard 
is the microprocessor. It processes the data / instruction and also determines the 


processing power of the computer. It is also known as Central Processing Unit or the - 


CPU. 

Memory : Memory can be divided into two types : A. Primary B. Secondary 

Primary Memory : Primary memory is a part of the CPU whereas the secondary 
memory is external to the CPU. The secondary memory stores the data and retains it even 
when the power supply goes off but primary memory loses its data immediately. 

Primary memory can be divided into two parts: A. Analog B. Digital 

Analog Memory : The basic storage device in this type of memory consists of a small 
tropical (ring shaped) piece of magnetic material called a magnetic core. Each magnetic 
core ina memory is capable of storing one binary digit of digital information. 


Digital Meniory : Digital or Semiconductor Memories are static, lighter and cheaper 
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than magnetic core memories. These are volatile and data stored in them is lost when 
power supply to the machine is switched off. 
Digital memory can be divided into the following two types 


i. RAM ii. ROM 


RAM is the short form for Random Access Memory. RAM is volatile in nature i.e. when 
the power supply goes offits contents are erased. 


ROM is the short form for Read Only Memory. ROM is non-volatile in nature i.e. when 
the power supply goes off its contents are retained. The contents of the ROM is pre- 
written by the manufacturer and thus cannot be changed by the user whereas the contents 
ofthe RAM can be manipulated by the user. 


Secondary Memory : The secondary memory is used for bulk storage (mass storage) of 
programs, data and other information. It has much larger capacity than the main memory. 
It stores system software, assemblers, compilers, useful packages, large data files etc. 
Some of the examples of secondary memory are Magnetic Tape, Floppy Disk, Hard Disk 
etc. 


Magnetic Tape : Magnetic tape is one of the popular storage mediums for large volumes 
of data that are needed to be sequentially accessed and processed. The tape is a plastic 


ribbon usually % inch wide that is coded on one side with an iron-oxide material which 
can be magnetized. 


Floppy Disk Drive : Floppy diskettes are used as storage devices. Floppy 
disks are inserted into Floppy Disk Drives (FDD) to 
read from or write to a floppy disk. Floppy disks are 
flexible disks and are usually found in two different 
sizes measuring 5% inch and 3% inch in size having 
storage capacities like 1.2 MB, 1.44MB respectively. 

The Floppy Disk Drive is usually called A or B drives. If 
there is a second floppy drive then the second one is 
called the B drive. Floppy Disks are used to store data. 
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Hard Disk Drive : The Hard Disk Drive has a set of disks 
fixed inside it, called hard disks. The hard disks are sealed 
inside the Hard Disk Drive and are not removable unlike 
floppy disks. The hard disk can store much more 
information than a floppy disk. The Hard Disk Drive is 
usually called the C drive. The storage capacities of Hard 
Disk Drive also vary. Initally they were available in 20 MB, 
40 MB sizes, 3 

now with the technological advancement, they are available in 10 GB, 20 GB, 40 GB and 
more storage capacities. 


CD-ROM : The full form of CD-ROM is Compact Disk Read Only Memory. Pre- 
recorded data can be read out from these compact disks. The manufacturer writes the data 
on CD-ROMs. A Compact Disk is made up of a resin like polycarbonate. It is coated with 
a material, which changes its reflecting property when a high intensity laser beam is 
focused on it. The coating material is highly reflective, usually aluminum. CD-ROMs use 
long spiral tracks to store data serially. The track is divided into blocks of same size. 


Keyboard : Keyboards are used to enter instructions |= 
into the computer. There are different types of 
keyboards layout. The most commonly used is 105 
keys keyboards. Some baaa a ioana 
keyboard comes with additional keys, which are useful for Internet operation. 


Monitor : The monitor is a television-like screen that 

the computer uses to display the results. It is also 
called the VDU short form for Visual Display Unit. 
The monitor also displays the data and instructions as 
itis being typed in at the keyboard, 


Thus, the data can be checked and the mistakes corrected before the computer does the 
processing. The results displayed on the screen is called a softcopy ofthe output. 


Monitors are of two types ; Monochrome and Color monitors. Monochrome monitors can 


display only in black and white combination, whereas Color monitors can display text and 
graphics in color. 
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Liquid Crystal Display : Instead of using conventional monitors as output unit, certain 
computers use liquid crystal display as a type of screen for displaying information. An 
electric pulse causes areas of the screen to change colour. Laptop computers use LCD 
because they require less power for operation. A liquid crystal display is made up of two 
plates of glass with a special liquid in the middle. 


Mouse ; Mouse is an input device and is used to move the cursor on the screen. 
Mouse comes with either 2 buttons or 3 buttons for 
navigating on the screen. 


The mouse is used to position the cursor at any point 
on the screen. It can move the cursor in any direction 
including diagonal direction with more accuracy 
than a keyboard. The mouse is usually used in 
addition to the keyboard. 


UPS : UPS is an external power correction device connected to the computer, that 
contains surge protection circuits and batteries that can provide power during current 
failure. 


Printer : The printer is an output device that makes a permanent copy of the processed 
information on paper. Results typed on paper are known as hard copy of the output. Thus, 
it can be used later or sent to other people who want to use it. Many kinds of printers are 
available with different speeds and qualities. The most popular printers used in home and 
offices are : 

1. Dot Matrix Printer 

2. Inkjet / Desk Jet Printer 

3. Laser Printer 


Dot Matrix Printer : The most commonly used printers used in offices is the Dot 
Matrix Printer. The word matrix means having to do 
with rows and columns. The dot matrix printer forms 
letters by printing them as patterns of dots. In this 
type of printer, an inked ribbon runs between the 
paper and the print head. The print-head moves 
across the paper and goes on printing the 
information. The characters 

are printed through small, closed dots. (Ask your teacher what type of printer you are 
using in your computer room) 
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Inkjet / DeskJet Printer : Today’s most popular personal printers are Inkjet Printers. 
Inkjet Printers are electronic squids that squirt out ink like miniature jet engines fuelled in 
black cartridge or colour cartridge. 


Laser Printer: A laser printer gives the best-quality 
printouts at a very high speed. They produce images 
on paper by directing a laser beam at a mirror, which 
bounces the beam on to a drum. The laser leaves a 
negative charge on the drum to which positively 
charged black toner powder sticks. As the paper 
rolles by 

the drum, the toner is transferred to the paper. A hot roller bonds the toner to the paper. 
Laser printers use buffers to store an entire page at a time and that is why they print very 
fast. 

1.3 Organization of Data 

Data are raw facts and figures, which can be processed. The output obtained after 
processing of data is called information. 


Data is usually of three types; numeric, character and alphanumeric. The computer stores 
information as small units in the form of Binary Digit or Bit, Each bit consists of either a 0 
or 1. Since the computer understands only these two numbers, all information has to be 
represented to the computer in this form. 

To store a single character or letter of information, the computer requires 8 bits also called 
abyte. Thus, we can say 8 bits make a byte. And to store any information in the computer’s 
memory, some storage space is required. This is also measured in bytes. We must 
remember the following : 


8 bits = 1 byte 

1024 bytes = 1 kilo byte (KB) 

1024 kilobytes = 1 mega byte (MB) 
1024 mega bytes = 1 giga byte (GB) 


The processing of data into meaningful information is called data processing. Some of the 
techniques of data processing are discussed below. 


Data Processing Techniques : 


Batch Processing : Batch processing is a method in which data are gathered for a time 
and combined into a group before they are entered into a computer system and processed 
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Periodically at specified time intervals without user’s intervention. 


<n Line Processing ; In some instances, it is more efficient to use terminals at the points 
~w here the data are generated. These terminals are directly conncted to the CPU. Once the 
transactions are made, the data are recorded using the terminal. These data are then 


Girectly transmitted to the CPU by telephone lines or by cables. This is an on-line 
© peration. 


Eeal Time Processing (Transaction Processing) : Real processing is an on-line method 
in which data are processed immediately and files gets updated as soon as a transaction 
takes place. On-line processing facilitates the use of interactive programs, by which users 
< an communicate with the computer during processing operation. 


Off-line Processing : Off-line processing is the processing of data that is not directly 
vander the control of the main CPU. A terminal may be used for keying in the data not 
directly into the CPU but onto a small cassette tape or magnetic disk. This data on tape or 
disk can later be entered, at high speeds and in batch mode, into the CPU. This key-to-tape 
or key-to-disk operation is known as an off-line process. This process is used for data 
entry and data is then batched for reading by the CPU at future date. 


Multiprogramming : The ability of a computer to run more than one program 
Concurrently is referred to as multiprogramming. Although several programs may reside 
in the memory at a given time, the CPU is capable of executing only one instruction at a 
time. In distributed data processing networks with multiple processors, small computers 
such as minis are often dedicated to handle input/output operations from a variety of 
terminals, The net effect is to run numerous programs in far less time than it would take to 
run them consecutively i.e. one after another. 


Multiprocessing : A term used to describe computer networks or computers with two or 


more independent CPU’s that have the ability to simultaneously execute several 
programs. 


Timesharing : Timesharing is the ability ofa computer to be used by more than one user 


for more than one application at the same time. It allows multiple users to access a single 
computer system. 


Network; Network is a group of computers and connected devices such as printers’ etc. 
connected by communication facilities. A network can involve permanent connection, 
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such as cables, or temporary connections made through telephone or oth 
communication links. 


Anetwork can be as small as local area network consisting of a few computers, printe 
and other devices or it may consist of many small and large computers distributed over a 
vast geographic area small or large. A computer network exists to provide computer users 
with the means of communicating and transferring information electronically. 


1.4 Need for computer networks and advantages: 

A. To share computer files : Networks enable users to share files with other users. This 
advantage is invaluable, for example, to a word processing personnel who need access to 
filed documents or to managers using electronic mail. Different departments of an 
organisation may be separated physically, being at distant places, but their data could be 
stored on a central computer. The data is accessed by computers located in diferent 
departments. The data at the central computer may be updated from time to time and 
accessed by all users. 


B. To share computer equipment : Laser printers and large hard-disk drives can be 
expensive. Network enable users to share such equipment by networking 
microcomputers or workstations together. 


C. To enable dissimilar computer equipment to communicate: A company having 
computers of different makes and using different Operating systems such as MS DOS, 
UNIX, Windows 98 ete. cannot transfer files from one computer to another unless they 


are networked using a Networking operating system such as Windows NT 4.0 or Novell 
NetWare 4.1. 


D. To improve communication speed and accuracy : Sending messages through 
networks is virtually instantaneous and there is also less chance of message being lost. 
Communication will also be more accurate because word processors can be used to 
compose messages. 


E. Low cost of transfer of data : Computers can send data ata very high speed over long 
distances using satellite and microwave links. Therefore, the cost of transfer of 
documents using computers connected networks is cheaper than other conventional 
means like telegrams 


F. Multimedia Transfer : Computers can have fax systems integrated with networking. 
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This allows them to send pictures along with the text. Thus the newspaper reports can be 
prepared and sent all over the world at a very high speed by composing and publishing 
them from different centres. 


Network Equipment: 

Desktop systems, server and all other components must physically have access to some 
type of network pipeline. Most PCs use network interface adapters also referred to as 
Network Interface Cards (or NICs), LAN cards or network cards and modems. 


Modem: Itis a device that lets a PC communicate over the telephone line, taanother PC, 
to a larger computer or to another computer network. The modem changes or modulates 
the digital signals of the computer into an anolag signal of the telephone line. When the 
signal reaches its desired destination another modem reverses the signals (or 
demodulates) from analog to digital form. There are various types of modems available 
like desktop modems, portable modems and internals modems. Modem is short form of 
MOdulator/ DEModulator 

Networking Cabling : When we want to share data amongst many computers, printers 
and other devices, we need to connect them through proper cables. These cables are 
usually of two types : Twisted pair or. Coaxial. This interconnection of the devices is 
called a network. 

Coaxial Cable: Coaxial cable consists of two cylindrical cables moulded one inside the 
other. It is called so, because the axis of two cables is the same. The inner cable is shielded 
from the outer with a wire mesh. The outer cable is shielded by a thick plastic covering. 
Twisted Pair Cable : The most common transmission medium is twisted pair. A twisted 
pair consists of two insulated copper wires, typically about 1 mm thick. 


D > te 


“arth will you define a computer ? 

What is the full form of RAM and ROM ? 

How many function keys are there on your keyboard ? 

What is the difference between Hardware and Software ? 

2 GB=------------ Kilobytes 

Differentiate between a Hard disk drive and Floppy disk drive. 

Where we can see the output ? 

What is the difference between multiprogramming and mutiprocessing ? 
What is the function ofa Modem? 

What are the advantages of Networking ? 


SO RONDAARWN 


S 
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Chapter : 2 
Working with DOS 


We will learn about 


Introduction to MS-DOS 
Utility of MS-DOS 


File naming convention 
Internal and External Commands 


2.1 Introduction to MS-DOS 


The Micro Soft Disk Operating System (MS- DOS) controls the movement oem | 
information inside the computer. One can imagine DOS as a policeman who directs traffic | 
at a busy intersection; in much the same way, DOS controls the way the computer uses 
programs, games and applications. 

DOS makes it easy for us to use applications and create and manage files on a computer. 


2.2 Activities of MS-DOS 


© Tomonitor commands given by the user to the computer. 
© To load and execute programs specified by the user. 

© To manage devices attached to the computer. 
© Tomanage the data and programs that the computer will work with. 


There are three main files that make up MS-DOS. Two of these files are usually hidden, 
that is the information about them i S setin such a gayi we do not know that they are on 
the disk. These two files are 10-SYS and MSDOS The third file is not hidden and is 
known as COMMAND.COM, 

When DOS diskette is inserted in the Floppy Disk Drive : 

© The computer first performs a self-test. 

© DOS accepts the commands entered through keyboard. 

Ifa command is given for an application program (e.g. a word processor) DOS finds the 
program that the user requires and replaces it from the disk, putting it into memory 
alongside with DOS. 
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© When one exits from the application program, the memory it uses become free. DOS 
regains control of this memory and awaits the next command. The computer may be 
switched of at this point. 


Disk Drives and Drive Names : : S 
The computer may have a fixed/hard disk drive or floppy disk drive. 


In case of a Fixed/Hard Disk Drive : f 3 

© The user should have installed DOS on the hard disk, which is generally termed as the 
‘C’or‘D’drive. 

In case of a Floppy Disk Drive : ; a 

© When the computer is switched on, the DOS diskette must be placed into the floppy 
disk drive. 

After a short time the screen will display the A:\> (known as A prompt) indicating that the 

computer is now ready to accept commands through keyboard. 


Filenames and extensions in MS-DOS 


A file is a collection of related information. Generally related data ona diskette is grouped 
into files. A file containing data is called a data file. A file containing program is called a 
program-file. A file containing textis called a text file. 


Filename 
Each file on a disk has a name. This name has two parts : filename and a filename 


extension separated by a period (.). 
A filename can vary between one to eight characters in length, and filename extension can 
consist of a period followed by one, two or maximum of three characters. Extensions are 
optional but it is a good idea to use them, since they are useful for describirig the contents 
ofa file to the user and to MS-DOS. 
Example : [Filename] . [Extension] 
Book . Txt. 
Chapterl .Doc. 
2.3 Commands 
There are two types of DOS Commands 
© internal (Resident) commands 
External (Transient) commands 


Internal Commands ; sible 
The Internal commands are memory resident commands and can be accesible whenever 


needed. 
Following is a list of the DOS internal commands other than batch commands (Batch 
commands will be taught in higher classes) | 
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CHDIR (CD) DIR 3 TIME 


CLS COPY TYPE 
DATE MKDIR (MD) VER 
DEL REN VOL 
RMDIR (RD) 


CLS 

This command is used to clear the screen. After the execution of this command the screen 
contains only the prompt (C:\> OR A:\>) only. 

Syntax : CLS 


DIR (Directory Command) 

The DIR command can be used to have a complete view of the contents of the disk 
directory. The two most frequently used options with the DIR command are summarized 
below: 

Syntax : DIR/P | 
There may be many files recorded on the disk that cannot be displayed on the screen at a 
time. The pause option with DIR command causes the screen display to stop scrolling — 
upwards when the screen is full. Any key should be pressed to bring up the subsequent 
screen(s). This P option shows the specific detail of the files or directories as shown in the 
figure. 


| P=Pause/ Page] 


Volume in drive C is ACES 
Volume Serial Number is 2C15-14F8 
Directory of C:\ 


25,473 


Date of File or Directory 
creation 


Space occupied in bytes 
by a file or directory 


01-19-01 


DIR indicating 
sub directory 


Filename / Extension 
Dir-Name name 
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Syntax : DIR/W 

The Wide option displays only the name of the files and directories in a columnar fashion. 
The file names are displayed with extension names (if any) and Directories are enclosed 
within 3rd Brackets. 

[W=Wide ] 


Volume in drive C is ACES 
Volume Serial Number is 2c15-14F8 
Directory of C:\ 


MSCDEX.EXE 
CONFIG.SYS 
[MYDOCU~1] 
[BITWARE] 


[CDPRO] CONFIG.DOS 
COMMAND.COM [WINDOWS] 
AUTOEXEC.000 [PROGRAM~1] 
[OSCAR] MYFILE 


Directory 
enclosed 
within | | 
COPY (used for copying files) 

It is used to copy files from one location to another. For example, one directory to another 
directory, one drive to another drive ete. 

Syntax : COPY [source | [destination | 

e.g.:C:/>COPY Chapterl.doc A: 

The above command copies the file Chapterl.doc from drive C (source) to drive 
A: (destination) 


REN (renaming files) 
REN command is used to change the name of a file, without changing the contents of the 
file. Suppose we need to change the name of the file chapter1.doc to intro.doc we have to 
use the following systax 
Syntax: REN [Old filename | [New file name| 

REN  chapterl.doc Intro.doc 
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DEL (deleting files) 
A file can be deleted using the DEL Command 
Syntax ; DEL [filename | 


e.g. : DEL Chapter] .doc 
The above command deletes one file named Chapter 1 .doc 


VOL 


Generally each disk has a valid volume label for its identification. This command displays 
the disk volume label and serial number if they at all exist. 


Syntax : VOL drive: 
e.g. VOLA: 
The above command displays the label of the disk present in the floppy drive (A:) 
VER 
This command displays the current DOS version number. 
Syntax: VER 
MS-DOS version is 6.22 
TYPE 


If the user wants to see the contents of any text file this command will help to do so. The 
TYPE command shows the content of the file from the DOS Prompt. 


Syntax : TYPE [filename] 
e.g.: TYPE apple.txt 
The above command will display the contents of the file apple.txt 


TIME 


Time command keeps track of the time in a 24-hour format and use the time information to 
update the directory whenever any file is created or modified. 


Syntax : TIME [hh:mm:ss] 


To change the time system to a new time we have to enter the time in the format of hours : 
minutes : seconds. 
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DATE: 

DOS keeps track of the date in the yearly basis. This particular command displays the 
current system date as well as it provides the opportunity to the user to change the current 
system date. 

Syntax : DATE |mm-dd-yy] 


Subdirectory 

A subdirectory is a list of files that are grouped together for convenience ; it corresponds 
to a drawer in a filing cabinet. Each disk has a main directory (called root); it may have 
subdirectories, each of which may also contain further subdirectories. 

[Although technically C:\> (root) is the only directory but for convenience we will term a 
subdirectory as a directory.] 


Creating a directory 
Adirectory can be created by using the MD command. 
Syntax : MD [dirname] 


e.g. C:\>MD LETTERS 

This creates a directory called LETTERS which, located one level down from the current 
working directory. 

e.g. : C:\>MD\CORRESP\OLDLET 

This creates a directory called OLDLET that is two levels down from the root directory. 
When a PC is switched on, the root directory of the disk (this is also called the root 
directory i.e. C:\becomes the main working directory. This is where the work will be 
saved if no other directory is specified. 


The following will show how to select any directory at the current working directory. 


CD (Change directory) 
Syntax : CD [dirname] 


e.g. : C:\>CD Library 

e.g. : C:\Library>CD Book1 

C:\Library\Book1 > 

The CD command is used to navigate from one directory to another, i.e. to change from 
one directory to another. In the above example, we have changed from the Library 
directory to Book] directory present under Library. 
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Removing a Directory /Subdirectory : 

Asubdirectory can be deleted using the Remove Directory (RD) command. 

Before the RD command is used, the unwanted subdirectory must be emptied of all files 
working from the root directory. 


All files in LETTERS (which is a subdirectory of the root directory) must be deleted by 
DEL command. Now that the subdirectory is empty of files. It can be removed by entering 
the RD command. 


Syntax : RD dirname 
e.g. RD LETTERS 


External Commands . ARY 
The External commands are in the form of files (program) and can be found residing in the 
disk. The extension ofthese files are .com, .exe, .bat in order oftheir respective execution. 


To execute an external command the corresponding file with that command name must be 
in the disk. 


Following is a list of some commonly used DOS External commands. 


DiSKCOPY FORMAT LABEL 
LISKCOMP 


FORMAT 

The computer requires a particular arrangement of tracks on a disk before storing any 
information. The FORMAT command is used to create tracks and sectors on the blank 
disk for storing information. 


Other types of computers (example, those made by Apple) use a different arrangement of 
tracks ; because of this, when vendors sell floppy disk, they usually supply blank disk (i.e. 
the tracks are not already recorded on them). 


Before a new floppy disk can be used, the tracks must be recorded on it ; this process is 
called formatting of disk. 


Aprogram called FORMAT.COM is needed to formata floppy disk or hard disk. 
Syntax : FORMAT [drive] 

e.g.: FORMATA: 
This command formats a floppy disk inserted in drive A: 
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LABEL 
This command creates, changes or deletes the volume label of the disk. 


Syntax: LABEL [drive] 
e.g. LABELA: 
Volume in drive A has no label. 
Volume label (11 characters, Enter for none )? 
Now you can enter your desired volume label. 


DISKCOMP 
This command is generally used to compare the target drive diskette with the source drive 
diskette after disk copying is done. 


Syntax : DISKCOMP [drive :}{/1][/8] s 
/i - switch causes to compare just the first side of the disk even if the disk is double sided. 


/8-switch causes to compare just the first eight sectors/track even if the disk is contains 9 
or 15 sectors/track. 


DISKCOPY A 4 
This command is used to copy the contents of a floppy disk to another disk. One point to 


note : both the source and target disks need to be of the same capacities. 
Syntax : DISKCOPY {drive :| [drive :] [/1]I/V1 


/i - switch copies just the first side of the disk even if the disk is double sided. 
/V -switch causes to verify the copied data. 
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© Doityowrself 


Multiple choice questions : 
1. Which command is used to display the version ? 
A. DATE B. VERC. DISK D. FORMATE. None ofthe above 


2. Which command is used to transfer a specific file from one disk to another ? 
A. COPY B. DISKCOPY C. XCOPY D. RENAME 
E. None of the above 


3. Which command will divide the surface of the blank floppy disk into sectors and 
assign a unique address to each one? 
A.FORMATB. VER C. FAT D. CHKDSK 


4. Which command would be used to duplicate the entire diskette ? 
A. COPY B. DISKCOPY C. CHKDSK D. FORMAT E. None of the above 


. Which command will be used to view the contents of directory of the current disk 
drive in wide format ? 


A. DIR/W B. DIR/P C. DIR/B D. DIR/AE None of the above 


. Which command is used to display the name of the current directory or change from 
one directory to another ? 


A. CHDIR B. CD C. MKDIR D. BOTH (A) AND (B) E. None of the above 


. Which command is used to create a directory or subdirectory ? 
A. DIR B. MKDIR C. MD D. Both (B) & (C) E. None of the above 


. Which command is used to display the contents of any specific file ? 
A. VERB. LABELC. TYPE d. TREE E. None fo the above 
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Chapter : 3 
Introduction to HTML 


We will learn about 


Why do we need to create web pages? 

Text Editor 

How to display web pages in the web browser? 

How to create paragraphs? 

How to change the appearance of a text? 

How to center a text on a web page? 

How to change the size of a heading? 

How do we change the type of font? 

How to create superscript or subscript text? 

How to change the colour of the entire text in a web page? 
How to change the colour of the background in a web page? 
Can photographs or drawing be inserted on a web page? 
How to insert blank spaces between characters or words? 
How to enlarge or reduce a part of text? 

How can we change the size of the text? 

How to display a list on the web page? 


© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 
© 


How to create a link? 
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3.1 Why do we need to create web pages? 

The basic reason to create Web Pages is to share information. Information can be related 
to ourselves, our family,our hobbies, our pets etc. 

Web pages can be created to display information about any person, office, institution, 
organisation etc. 

Web pages can also be used to display news items, stories, lives and activities of great men 
and also other works having scientific, technical , educational and entertainment value. 
Web pages are also used by scientists or business persons to display their work or their 
products on the web for the viewers to acquire information. 

Web pages can be used to advertise placement opportunity available with a company. 
Candidates may readily submit their resumes through the web sites. 

In recent times, viewers can also order their products of their choice after being 
adequately informed through the Web page. Theatres have the provision to allow the 
viewers to order their tickets through their web page, where they can choose their seat and 
the tariff of the desired ticket. Railway reservation offices, flight reservation offices have 


their own webpages where they allow the users to book their tickets directly through 
internet without having to stand in a que. 


NASA KIDS - a nasa site dedicated to kids - Kids of all ages! - Microsoft Internet __. 


File Ed View Favores Took Help y E 
Su apt. Se aD : 
Back Forward Stop nia a 2, 
Address fe hitp:/7kids.nsfo. nasa.gov ~| œo | Links 
WP 2 - customize | [Sinin] s Autos = &) Spons + 


= 


IE PuyConvect The Gut Ard Mahe A Conre iano! 
— = 
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Whatis the full form of HTML? 


The full form of HTML is Hyper Text Markup Language. HTML can be referred to as a 
computer language which is used to create Web Pages. 


Web Pages are also known as HTML documents. 
Whatare the contents of an HTML document? 
HTML documents consists of texts and special instructions called tag (s). 
Whatis the file extension name of an HTML document? 
HTML documents should be saved with.htm or.html extension. 
for example, 
MyPage.htm 
MyPage.html 
Why do we need a taginan HTML document? 


Each tag in an HTML document is meant to give specific instructions and is enclosed by 
angle brackets <>.We will find that in most cases tags have an opening tag and.a closing 
tag.The appearance of the text typed within the tag changes depending on the type of 
instruction given in the tags. 


In few cases only an opening tag is present in front of the text without any closing tag. 
3.2 Text Editor 


We need a text editor to create and edit documents containing only text but without any 
graphics.Such software does not include major editing or formatting features. Notepad 
software available with windows isa text editor which is very popular. 


While editing through a text editor, we type the text 
and simultaneously add the HTML tags indicating 
how we want the text to appear on the web page. 


We need a Web browser (say, Internet Explorer or 
Netscape Communicator) to find out how the web 
page appears. 
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3.3 How to display web pages in the web browser? 


We can display our web page in the Web Browser. This will help us to 
understand how our web page will appear on the World Wide Web. 


Lets see the steps to display our web page in the web browser: 


Step 1 ; Click on the Web Browser in which we want to TEIS: te 
display our page say, Internet Explorer: — r, 


Step 2 : To open the web page in the web browser click on $ 
the File menu. X 


Step 3 ; Click on Open- The Open dialog box will 
appear on the screen, 


Step 4 ; Click on the Browse Option to find 
the location of web page in the computer. 
“Browse” dialog box will appear. 


Step 5 : Click on the web page we want to see 
or work on. 


Step 6 ; Click on Open. 


Step 7; Click on ox in the Open dialog box. 
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3.4 How to create Paragraphs? 


When we begin a Web page we should always start with a paragraph. The paragraph tag is 
<P>. 


Although we don’t have to use the end tag </P> a good coding practice demmands that 
we use both of the tags which ensures that a paragraph is rendered correctly in all 
browsers. 

How to insert Line Breaks? 


While creating a Web page we will find it necessary to break a line now and then. In case 
we simply press “Enter” key where we want the line break to occur ,a line break will 
appear in the HTML file, but nothing will appear different in the browser. This is so 
because the browser does not reconize blank space between lines in HTML. 


In case we are typing text with short lines say , while typing poems, and we deliberately 
want to type something on the next new line ,without a blank line between two lines we 
use the <BR> tag in front of the text. 


Where as if we want to start a new paragraph and also want a blank line between two lines 
we shall use the <P> key infront of the text. 


EARNING TO INSERT F 3APHS AND LINE BREAKS - Notepad 


<P> Where the mind is without fear, 

<P> and the head is held high; 

<BR> Where knowledge is free; 

<BR> Where the world has not been broken up, 
<P> into fragments by narrow domestic walls. 


|] Where the mind is without fear, 


|] ond the headis held high; 
Where knowledge is free, 
‘Where the world has not been broken up, 


|] into fragments by narrow domestic walls. 
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3.5' How to change the appearance of a text ? 


In word-processing we have learnt to change the appearance of a text to bold, italics 
underline it as required. Similarly in HTML we can change the appearance of any text f 
bold, italics. We can even underline part ofentire text. 


Type <B> in front of the text which we want to appear as bold. 

Type </B> at the end of the text. 

To change the appearance of a text to italics we have to do the following : 
Type <I> in front of the text which we want to appear in italics. 

Type </I> after the text which we want to appear in italics. 

To underline a part of text we have to do the following : 

Type <U> in front of the text which we want to underline. 

Type </U> after the text which we want to underline. 


[a LEARNING TO TYPE IN BOL D, ITALIC S AND UNDE RUNING T T Notepad 


{<TITLE> LEARNING TO TYPE IN BOLD, ITALICS AND UNDERLINING TEXT </TITLE> 
</HEAD> 


<BODY> 
||<BR> <B> THIS TEXT IS DISPLAYED IN BOLD </B> 
||<BR> <I> THIS TEXT IS DISPLAYED IN ITALICS </I> 
<BR> <U> THIS TEXT IS UNDERLINED </U> 


THIS TEXT IS DISPLAYED IN BOLD 
| THIS TEXT IS DISPLAYED IN ITALICS. 
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3.6 How to centre a text on a web page? 
We generally place a text in the centre ofa page to attract the attention ofthe readers. 
To bring a text to the centre of the page we have to do the following: 


Step I : We have to type the tag <CENTER> in front of the text which we want to display 
atthe centre of the page. 


Step H : We have to type the tag </CENTER> atthe end of same the text. 


A LEARNING TO CENTER ANY TEXT - Notepad 


File Edit Search Help 


ANY TEXT </TITLE> 


<BR> <B><I><CENTER>MESSAGE </CENTER></B></I> 

<BR> <CENTER>The Principal and all the staff members of the 
school wishes</CENTER> 

<BR><CENTER>a very bright and prosperous future to all the 
outgoing students .</CENTER> 


Æ LEARNING TO CENTER ANY TEXT - Microsoft Int 
|| File Edt View Favorites Tools Help i 


re m 4 


omaa Sh 


i 
| ae ae 
|| Address |Æ] C\LEARNING 


MESSAGE 


The Principal and all the staff members of the school wishes 


a very bright and prosperous future to all the outgoing students. 
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3.7 How to change the size of a Heading? 


We can change the size of the heading on the web page as per our requirement. The 
used for heading requires more emphasis than other text and thus require bigger size. 
will find that there are six heading levels from which we can choose the size. The si 
are H1,H2,H3,H4,H5,H6 respectively To type the heading in various sizes, we have 
follow the given steps : 


Step I : We have to type tag <H “?” >in front of heading text, whereas ? is to be replac 
by the numbers from 1 to 6 depending the size we require. 
Step H : We have to type </H “?”> at the end of the text with the same value of size a 
given at the beginning of the text. 


We will find H1 displays the biggest size and H6 the smallest size. 


THE SIZE OF THE HEADING </TITLE 


i HEADING IS TYPED IN H1 SIZE </H1> 
HEADING IS TYPED IN H2 SIZE </H2> 
HEADING IS TYPED IN H3 SIZE </H3> 
HEADING IS TYPED IN H4 SIZE </H4> ; 
HEADING IS TYPED IN H5 SIZE </HS> 
HEADING IS TYPED IN H6 SIZE </H6> 


THIS HEADING IS TYPED IN H1 SIZE 
THIS HEADING IS TYPED IN H2 SIZE i 


THIS HEADING IS TYPED IN H3 SIZE 


THIS HEADING IS TYPED IN H4 SIZE 
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3.8 How do we change the type of font? 


We have the option to change the font of text by metioning the type of font in the tag. We 
are already aware of certain popular fonts like Arial, Times New Roman, Courier, Comis 
Sans Ms, etc. We must also ensure that the font we are looking for is already availble in the 


Windows operating system software. 
Let us follow the steps below : 
»Type <FONT FACE=?> 


ANGE THE FONT OF TEXT - Notepad Bl 
Pe ee E ie E ae 


comic sans ms">This text is typed in comic sans 


arial">This text is typed in arial font 
Courier">This text is typed in courier font 
lucida handwriting’>This text is typed in lucida 


ONT OF TEXT.HTML 


This text is typed in comic sans ms font 

This text is typed in arial font 

This text is typed in courier font 

This text iy typed ivluctdahondawuriting fore 
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3.9 How to create Superscript text or Subscript text? 


When writing mathematical or chemical equations for example . a,H.0, a we 
superscripts or subscripts. 


When we place a text slightly above the main text, the text is termed as superscril 
Examples of superscripts are a’ 25> December, ACES etc. 


Again whenever we place a text slightly below the main text, the text is termed 
subscript. Examples of subcripts are CO., (12), ete. 


Let us understand the steps to create superscript text : 


Step I : We have to type <SUP> in front of the text which we want to be displayed 
superscript on the Web Page. 


Step II : We have to type </SUP> at the end of the same text. 
Let us understand the steps to create subscript text: 


Step I : We have to type <SUB> in front of the text which we want to be displayed 
superscript on the Web Page. 


Step II : We have to type </SUB> at the end of the same text. 


-We will find that the web browser displays the text slighly above the main text fe 
superscript text and slighly below the main text for subscript text. 


A LEARNING TO CREATE 


<H4> TAKING LESSION ON SUPERSCRIPTS <H4> 

<BR> 25 <SUP> th </SUP>December 

<BR> ACES <SUP> TM </SUP> 

<H4> TAKING LESSION ON SUBSCRIPTS <H4> 

<BR> Chemical formula of Carbon Dioxide is CO<SUB>2</SUB> 


LEARNING TO CREATE SUPERSCRIPT 


TAKING LESSION ON SUPERSCRIPTS 
25 Ù December 
aces ™ 


TAKING LESSION ON SUBSCRIPTS 


Chemical formula of Carbon Dioxide is CO, 
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3.10 How to change the colour of the entire text in a web page? 


In order to present the text in an interesting manner we can change the colour of the text of 
the entire page to any colour of our choice. 


To change the colour of the entire body of the text we have to follow the steps below : 


We have to type <BODY TEXT =“ * "> where the * is to be replaced by the name of the 
colour or its equaivalent code we want to use. 


For example, if we wish to obtain the text in orange colour, we either have to replace the * 
with the name “ORANGE” or its equaivalent code #FFA500. 


We will find that there are codes assigned to each colour in hexadecimal format. In the 
table below we find hexadecimal format ofeach of the colours. 


Name Code Name Code Name Code 


#0000FF 
#00FF00 
#800080 
#FFFFFF 
#FFOOFF 
#FF0000 
#FFFFOO 
#BCBF8F 
#DC143C 
#DDAODD 
#EE82EE 
#F5DEB3 
#F5F5F5 
#F5FFFA 
#FA8072 
#FAF0E6 
#FF1493 
#FF4500 
#FF6347 
#FFA500 
#FFD700 


Blue 
Lime 
Purple 
White 
Fuchsia 
Red 
Yellow 


#00FFFF #008000 

#808080 i #808000 

#000080 #008080 

#cococo i #556b2f 

#000000 

oo00cC 

#0000CD 

008B8B 

OOBFFF 

#00CED1 

OOFF7F 

#20B2AA 

#228B22 

#2E8B57 

#2F4F4F 

#32CD32 #9ACD32 
#4169E1 #ADFF2F 
#4682B4 #BOEOE6 
#483D8B i #822222 
#4B0082 #B8860B 
#A52A2A #FFCOCB 


Rosybrown 
Crimson 
Plum 

Violet 
Wheat 
Whitesmoke 
Mintcream 


Salmon 


Linen 
Deeppink 
Orangered 


Tomato 


Orange 
Gold 
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Æj LEARNING TO CHANGE COLOURS OF THE TEXT - Notepad 


<BODY TEXT = “GREEN“><FONT FACE="arial"> 
<BR> Jack and Jill went up the hill 
<BR> To fetch a pail of water, 

<BR> Jack fell down and broke his crown 
<BR> And Jill came tumbling after. 


E) TERNS HTMOLEARIING T0 CHANGE COLOURS OF THE TEXT html 


Jack and Jill went up the hill 

To fetch a pail of water, 

Jack fell down and broke his crown 
And Jill came tumbling after. 
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3.11 How to change the colour of the background in a Web Page? 


To make our web page look interesting and attractive we can change the colour of the 
background of our Web page. However, we have to be aware of one aspect that the 
background color should not be same as the color of the text, in such case we will not be 
able to view any text. For example, if the background is red and the colors of the text isred 
then no text will be visible. 


To mention the color code of the background we can either mention the color name or its 
equivalent code. Let us follow the steps below to change the background color of our web 


page. 
Step 1 :Inside the BODY tag we have to type <BODY BGCOLOR =“ *” where * will be 


replaced by by the color name or its equivalent code. 


For example, if we wish to havea palegreen background we have to follow the given steps 


<BODY BGCOLOR = “PALEGREEN” 
<BODY BGCOLOR =“#98FB98” 


We have already learnt about the hexadecimal codes pertaining to each color. 
We have to remember that BGCOLOR is an attribute of the <BODY> tag so there will be 
no separate closing tag for BGCOLOR. 


As we have already said that we can assign colors in HTML through any of the two 
methods using Hexadecimal codes or plain english words pertaining to colrs. HTML 
understands sixteen color words which are as given below: 


Black Blue Green Red 
Gray Navy Olive Purple 
Silver Teal Lime Fuchsia 
White Aqua Yellow Maroon 
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Æ LEARNING TO CREATE BAI Notepad 

= ‘Help 

<HTML> 

<HEAD> 

<TITLE> LEARNING TO CREATE BACKGROUND COLOUR </TITLE> 

</HEAD> 

<BODY BGCOLOR="TEAL" > 

<P><FONT COLOR = “WHITE™><FONT FACE="BOOKMAN OLD STYLE">Mobile 
communication today is dominated by the GSM and GPRS 
<BR>technologies. While GSM is well suited for voice service, GPRS 
<BR>provides both good voice and data services but with a lower data 
<BR>transmission rate. UTMS, a new 3G technology, builds on the two 


<BR>older technologies to provide high quality voice and data services. 
</FONT> 


plorer 


Mobile communication tod 
technologi While GSMi 

provides both gond voice and datas 
transmission rate, JTMS, a new SG t 


older technologies to provide high quality 
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We have just learnt to colour the entire body of the text ; but if we just want to colour an 
important part of the text for emphasizing or making it look interesting, what do we do? 
We do not need to mention the colour in the BODY TEXT ; we have to mention the font 
colour just prior to the text. 

How do we change the font colour ofa particular text ? 

Step 1 : We have to type the <FONT COLOR =“?”> in front of the text of which we want 
to change the colour, where the question mark denotes the colour or its equivalent code. 
Step 2 : We have to type the </FONT > at the end of the said text. 


Æ LEARNING TO CHANGE COLOURS OF SPECIFIC TEXT - Notepad 
File Edit Search Help 3 Meee 


<HTML> 

<HEAD> 

<TITLE> LEARNING TO CHANGE COLOUR OF SPECIFIC TEXT</TITLE></HEAD> 
<BODY> 

<P><FONT COLOR = “SEAGREEN’><B> This text is written in seagreen 
colour .</FONT> 


<P><FONT COLOR = “PURPLE™><B> This text is written in Purple 
colour .</FONT> 

</BODY> 

</HTML> 


GE COLOUR OF SPECIFIC TEXT 2 


EARNING TO CHAN Microsoft Internet Explo! 


le Edt View Favortes Tods Help 


This text is written in seagreen colour. 


This text is written in Purple colour. 
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3.12 Can photographs or drawings be inserted ona web page? 

Yes , photographs of ourselves, our family, our handmade drawings, computer generated 
drawings (all known as images) can all be displayed on the Web Page. 

Now-a-days big companies display about their products & their specifications on the 
web page. In fact from the descriptions of items the users can also purchase the products 
by sending the purchase orders. 

How can we insert image to our web page? 


EARNING TO INSERT AN IMAGE 


Notepad 


1<P><B>MY DRAWING</B></P> 
<IMG SRC = “TREE.BMP*’'> 


LEARNING TO INSERT AN IMAGE - Microsoft Internet Explorer 


| 
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How do we adda border toa picture (image)inserted in a web page? 


We may sometimes feel that a border around an image will improve the appearance ofa 
picture since the border acts like a frame. 

To create a frame around an image we have to follow the steps below : 

Step 1: We have to type <IMG SRC=“?” BORDER =“*”> 

Where the ? is replaced by the file name and * is replaced with the thickness of the border 
we want to to use in pixels. 

In the last picture of the tree letus adda border of thickness 3. 


Æ LEARNING TO FRAME A DRAWING - Notepad 
File Edit Search Help as 
<HTML> 


<HEAD> 
<TITLE> LEARNING TO FRAME A DRAWING </TITLE> 


ING TO FRAME A DRAWING.HTML 


EANNA D te 
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3.13 Hew to.insert blank spaces between characters or 
two words? 

We will find that while typing any text for our page the web browser ignores all the extra 
spaces that we have given within the text. 

There are cases where we need to insert blank spaces and for that purpose HTML provides 
special codes. Let’s find out how to use this special code . 

We have to take the cursor where we wish to add blank spaces to our text and type & nbsp; 
for each blank space we need to add to our text. 

In the Web Browesr we will find that the code &nbsp has been replaced by the extra blank 
space. 


Æ LEARNING TO INSERT BLANK SPACE - Notepad 
Eile Edit Search Help : 

<HTML> 

<HEAD> 

<TITLE> LEARNING TO INSERT BLANK SPACE </TITLE> 


<P> MERA BHARAT MAHAN </P> 

<P> MERA &nbsp; &nbsp;&nbsp;&nbsp;enbsp;enbsp; 
BHARATE&nbsp; &nbsp;&nbsp;&nbsp;enbsp;&nbsp; 
MAHAN </P> 


| Address |£) CALEARNING HTML\LEARNING TO INSERT BLANK SPACE tm 


MERA BHARAT MAHAN 


MERA BHARAT MAHAN 
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3.14 How to enlarge or reduce a part of text? 

Sometimes while typing continuous text we feel certain text matter may be typed bigger 
or smaller than the default size. 

We can also make the text on our web page look bigger or smaller than the surrounding 
text. Let us understand this example. 

Dr. B.C. Roy, MBBS, FRCS, MRCP. 

To enlarge a text follow the given steps: 

Step 1: We have to type <BIG> in front of the text which we want to enlarge. 

Step 2: We have to type <BIG> at the end of the same text. 

To reduce a text than its surrounding text follow the given steps : 

Step |; We have to type <SMALL> in front of the text which we want to reduce. 

Step 2: We have to type <SMALL>at the end of the same text. 


4) LEARNING TO ENLARGE OR REDUCE fa RART OF TEXT - Notepad 


<H2><CENTER><B>ENLARGING / REDUCING SPECIFIC TEXT</H2></CENTER></B> 
<BR><BIG>DR.B.C .ROY</BIG>. 

<BR><SMALL>MBBS ,FRCS ,MRCP</SHMALL> . 

</BODY> 

</HTML> 


LEARNING TO ENLARGE OR REDUCE SPECIFIC TEX ; Microsoft Intermet Explorer 


ENLARGING / REDUCING SPECIFIC TEXT 
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3.15 How can we change the size of the text? 4 
So far we have learnt to change the color of the text, style i.e. font face of the text. We can 
also change the size of text font with numbers ranging from 1 to 7. This is similar to the 
heading levels which ranges from H1 to H7. 

One additional advantage we have is that we can even change the size of individual 
characters on our web page Letus find out the steps to change the size of the font. J 
Step 1 : We have to type <FONT SIZE = “*”> where the asterisk sign indicates the font 
size numbers from 1 to 7. The smallest font size is 1 and the largestis 7. : 
Step 2 : We have to type the tag </FONT> after the said text. 

We can also type a plus (+) or a minus (-) sign before the number to specify the size ' 
relative to the surrounding text. | 
For example, one character or word can have a size of 3 units; to make the next character 


to a size of 5 units we can just specify +2 to make the text two size bigger than the earlier 
character. 


Wj LEARNING TO CHANGE TEXT FONT SIZE - Notepad 
ga n 


ree, ES ere 
lh ge at ne 


TO CHANGE TEXT FONT SIZE</TITLE> 


<BR><FONT SIZE = "1"> INDIA </FONT> 
<BR><FONT SIZE = "3"> INDIA </FONT> 
<BR><FONT SIZE = “7"> INDIA </FONT> 
<BR><FONT SIZE = "7"> I</FONT><FONT SIZE = "6"> N </FONT><FONT SIZE 
"5"> D </FONT> <FONT SIZE = “4"> I</FONT> <FONT SIZE = "3"> A</FONT> 


NG TO CHANGE TEXT FONT SIZE - Microsoft Internet Explorer 
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We have just learnt to change each word or character by mentioning the size of the text 
font.In case you want to retain the same font size throughout the webpage you have to 
mention the BASE FONTSIZE as given in the example.Similar to the font size, base 
font size varies from 1 to 7. However we have to rememeber that BASE FONT SIZE does 
not alter the size of heading in a web page. 


Æ LEARNING ABOUT BASE FONT SIZE - Notepad 


<TITLE> LEARNING ABOUT BASE FONT SIZE</TITLE> 

</HEAD> 

<BODY> 

<BASEFONTSIZE= > 

<P>Cable television is a television service delivered by cable. A 
station called a headend receives signals from satellites and other 
television stations. It may also produce its own televisions 
|programmes. Cable television allows two-way signals, so people can 
send information back to the headend. Shopping, banking and 
electronic mail are some of the uses being developed.</P> 

</BODY> 

</HTML> 


+ 


@ LEARNING ABUUI BASE FUNI SIZ Microsoft Internet Explorer 


Cable television is a television service delivered by cable. A station called a headend rec eives| 
| signals from satellites and other television stations. It may also produce its own televisions 
|| programmes. Cable television allows two-way signals, so people can send information back to 
the headend. Shopping, banking and electronic mail are some of the uses being developed. 
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3.16 How to display a Liston the webpage? 


We all have seen various lists. Lists can comprise ofnames, activities, set of instruction 
even table of contents. List can be either ordered or unordered. An ordered list consists 
items which follows a specific sequence or order. 
Unordered List 

We can create an unordered list to display items which do not follow any particular ord 
whuich can be list of products, a list of friends, list of movies etc. 
In an unordered lista bullet appears in front of each item in the list. 


A LIST OF MOVIES Notepad 


Ee Edt Seach Help 


<TITLE> LIST OF MOVIES </TITLE> 
</HEAD> 


<BODY> <H2> LIST OF MOUIES </H2> 


<LI> ENTER THE DRAGON 
<LI> JURASSIC PARK 


LIST OF MOVIES 


= SOUND OF MUSIC 
» BEN HUR 

. ET 

e ENTER THE DRAGON 
a JURASSIC PARK 


We can change the bullet style of an unordered list. In the <UL> tag, we have to typ 


TYPE = ”?” where “?” to be replaced by the bullet style we want to use. Circle (©), 
Disc (@), Square (m) 
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How to create an Ordered List? 

Type <OL> before the list, type <LI> before each item of the list, type close tag </OL> 
after the list. We will notice that in case of an ordered lista number appears in front of each 
item of the list.Let us display an ordered list to which shows the basic steps of writing a 
HTML document. 


<HTML> 
<HEAD> <TITLE> CREATING AN ORDERED LIST </TITLE></HEAD> 
<BODY> <H3> BASICS OF DEVELOPING HTML PAGE </H3> 


TYPE THE OPENING HTML TAG 

TYPE THE HEAD TAG 

TYPE THE TITLE TAG AND TYPE THE CONTENTS 
CLOSE THE TITLE TAG 

CLOSE THE HEAD TAG 

TYPE THE OPENING BODY TAG 

TYPE THE CONTENTS INSIDE THE BODY 

CLOSE THE BODY TAG 

CLOSE THE HTML TAG 


BASICS OF DEVELOPING HTML PAGE 


. TYPE THE OPENINGHTML TAG 
. TYPE THEHEAD TAG 
i TYPE THE TITLE TAG AND TYPE THE CONTENTS 
. CLOSE THE TITLE TAG 
. CLOSE THE HEAD TAG 
. TYPE THE OPENING BODY TAG 
‘TYPE THE CONTENTS INSIDE THE BODY 
CLOSE THE BODY TAG 
. CLOSE THEHTML TAG 


Computer Horizons Book VII 41 E TERS IETA S i 


3.17 How to create a Link? 
The most important part of any web page is its linking capability.We can link a word, 


phrase,an image(photograph/drawing/ graphics).We can create a link to a Web page in 
our Website or to any page in the Web. 


To create a link to a Webpage that is stored in the same folder,we can specify just the name 
of the Webpage.(eg LINKPAGE.HTML) 


To create a link to a Web page that is stored in a different folder we must specify the name 
of the subfolder along with the name of the Webpage. 


“AU CREATING A LINK - 


<HEAD><TITLE>LERANING TO CREATE A LINK</TITLE> 
<H3><FONT COLOR=""GREEN"><CENTER>LEARNING TO CREATE A 
LINK</FONT></CENTER></H3> 

<BODY><BR> 


[<FONT FACE="ARIAL" COLOR="BROWN" SIZE="4">MY NAME IS RAHUL 


| <BR>I AM IN CLASS VIII 
|<BR>I AM EXTREMELY COMPUTER SAUYY 
I<BR>I HAVE pany HOBBIES&nbsp&nbspénbsp FONTY 


LEARNING TO CREATE A LINK 


MY NAME IS RAHUL 

LAMIN CLASS Vill 

| AM EXTREMELY COMPUTER SAVYY 

I HAVE MANY HOBBIES KNOW ABOUT MY HOBBIES 
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Step |: Type <A HREF="?"> in front of the text where “?” is to be replaced by the address 
of the Webpage we want to display. 
Step I: Type the text we want the users to click for obtaining more information, 
Step ILL: Type </A> after the desire text. 

he web browser displays the text link. This text link appears in color and is also 
underlined. Any user can click in the text link to display the Web page specified. 


A LINK PAGE - Notepad 

Fie Edt Search Help 

<HTML> 

<HEAD><TITLE>THIS IS A LINK PAGE</TITLE></HEAD> 
<BODY><FONT FACE="COMIC SANS MS" COLOR= “PURPLE™> 
<H4>MY HOBBIES</H4> 

<UL> 

<LIDCRICKET 

<LIDCHESS 

<LI>SWIMMING</UL> 

</FONT></BODY></HTML> 


f 


AR THIS IS A LINK PAGE - Microsoft Internet Explorer 


Address |£) C\LEARNING HTMLALINK PAGE HTML 


. CRICKET 
« CHESS 
« SWIMMING 
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| Chapter : 4 
Windows Operating System 


We will learn about 


Desktop 

Control Panel 

Special features of Windows XP 
Switch between programs? 
Select all File 

Changing system settings 


© © 


Seeing what’s on your computer 
Seeing the hierarchy of folders. 
Moving and Copying file or folder 
Deleting file or folder 

Create a New Folder 

Putting a shortcut on the desktop 
Searching for a file 


©G©GOOGOOOOOO 


4.1 What is a Desktop? 

The desktop is the first background area of the screen, which we find as soon as the 
Windows operating system is loaded on the PC. The desktop is thus the starting place, 
providing access to all the programs and files on a computer. One can place icons on the | 
desktop for fast access to programs and folders. 


4.2 What all do we find on the Desktop? 

© The Start button is found on the bottom leftmost corner of the screen and is used to 
display the Start menu. | 

The taskbar is found on the bottom of the desktop stretching from leftmost corner to the 

rightmost corner not only on the desktop screen but all other programming windows. The 

taskbar displays buttons for all windows or programs that are open or active. One can 

click any ofthe program buttons on the taskbar to display the respective program window. 
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© The system tray, a part of the task bar is found on the extreme right of the task bar. It 
displays the current time as well as the status icons for current tasks. For example, if 
you are using a printer, you see a printer icon. Again when a print job is successfully 
printed, one can see a printer icon, and then a message notifying that the print job is 
complete. Say will you are connected to the internet, you see a connection icon. 
Periodically, a notification message will pop up from the system tray alerting the user 
to events or suggesting actions. To close a message, click the close button. 

© Desktop icons provide access to commonly used programs, folders, and files. The 
only icon that appears by default in the Windows XP Home version is the Recycle 
Bin. One can add other icons as and when required. 


‘Dh Yahoo! Mad angare, 


4.3 How does the WIN XP Home Start menu look? 

Windows XP has an interesting Start button and a Start menu. One can click the Start 
button to display the menu. The user will find that the left side lists commonly used 
Programs, while the right half provides access to Windows XP commands. 
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At the top-left corner of the Start 
menu, Windows XP always lists the 
programs for accessing the Internet 


and e-mail. Beneath these one can > a 

find six most often used programs. As J AnaS eet I 
a shortcut, you can click any of these : S ATAU 
programs to start the program. Mig ott a) yt 

If the program you want to launch is tie a Pee 

not listed, you can use the new All AN Br creara 
Programs menu to display a list of all “tt i ouh iai 
the program folders and programs. He Jp Prttors rd faxer 

If you look at the right pane, you see J| kroso wors Oj ree a seoet 


Windows XP folders and commands. 
For example, you can use My 
Documents to display the contents of 
this system folder. You can click 
Control Panel to open Windows XP’s 
Control Panel. 

At the bottom of the Start menu, one continue the Log Off button though which the user 
can log off. This feature is used only when the desktop PC is used by multiple users. To 
shut down or restart, use the Turn off Computer button. 


4.4 How to use the task pane in Folder Windows? 

One interesting feature of Windows XP is the way the contents of drives and folders are 
displayed when using useful programs like My Computer OF File Explorer. The viewing 
window displays a task pane that lists mmea 

common commands for the selected item. |% t= ten to: te 

For example if are selects a folder one can |Q=- 9 % Pure Drm m) 

see commands for working with folders. |s sas 
If one selects a file, one can see |i s a = häl Ssh es 
commands for working with files. EEG E em? ORES anat, pens 
However are will find that all useful 
programs are found within the Start Menu 
including My Documents, My computer, |} 
My pictures etc. In order to access these 
and other common folders, from the Start 
menu, one has to Click the Start button, 
and then click the folder name. 
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4.5 Using the Control Panel 

To make most customization changes, use the Control Panel. You can use the icons this 

system feature to customize the display, change the mouse, add a new printer, and make 

other common changes. In previous versions, all icons were listed in one window. In 

Windows XP, the Control Panel icons are grouped by category. You can more easily find 

understand which options are available in this view. 

4.6 What are the special features of Windows XP? 

© UserAccounts: 
If more than one person uses a computer which has Windows XP as the operating 
system , one can set up user accounts so that each person can customize Windows 
XP as per ones wish. 

© Internet Explorer 6 
Windows XP includes a new version of Internet Explorer, This version includes new 
security features as well as some interesting changes to the look of the browser 
window. 

© Windows Messenger You can use Windows Messenger to send and receive instant 
messages. 


7 
‘£ User Accounts 


@ User Accounts 


Pick a tas 
[5] Change an account 
NEART EHAA 


iers ogon oF off 


or pick an account to change 


My Account 
Led account 
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Let us revise the Start Menu 

When you want to open a folder or start a program use the Start menu. 

Simply click thestart button to open the menu. 

At the top of the menu, there are programs to be used for the Internet and e-mail. You can 
click the appropriate command to start the program. For instance, to start your e-mail 
program, clickE-mail . ‘ 
One can also see the six most often used programs below the internet and e-mail | 
programs,. This list makes it easy to start frequently used programs. 1 
Click on the program name starts the specific program. If the program you want to start is | 
not listed, you can click All Programs to list all the program folders and programs on your i 
computer 

Windows XP lists several folders on the Start menu. One can click any of these folders say 
My Documents, My Pictures, My Music, or My Computer to open that folder. 


In addition to folders, Windows XP lists commands such as Control Panel, Connect To, 
Help and Support, Search, and Run. Click the desired command you want to execute. 


When one finishes working on the PC having Windows XP, clicking on the Turn Off 
Computer button can turn off the computer. If someone else is also the user of the 
computer, you either can log off or switch users using the Log Off button so that the other 
person can log on. 

4.7 How to organize the Desktop? 

By default, the Windows XP operating system displays the Recycle Bin on the desktop, 
You can add other shortcut icons so that you have convenient access to your most often 
used programs, folders, and files. A very useful addition would definitely be placing icons 
for My Computer and My Documents on the desktop. 


How to addMy Documents, My Computer icons to desktop? 
Right click a blank area of the desktop to display the shortcut menu. 
Y ClicktheProperties command where you see the Display Properties dialog box. 
¥ Click theDesktop tab to display these options. 
y Click theCustomize Desktop button. 
On the General tab, check any of the icons you want to be displayed on the Desktop. | 


For instance, to add the My Documents folder to the desktop, click the My Documents 
check box. i 


When you have done it, clickOK .Any icon you checked now appears on the desktop. 
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In addition to folder shortcuts, you can add icons for programs. Once you have added 
icons, you can move, delete, and rename icons on the desktop as and when needed: 

4.8 How to move an icon on the Desktop? 

To move an icon, click it while holding down the mouse button, and then drag it to the 
location you want. 

4.9 How to delete an icon from the 
desktop? 

In order to delete an icon, right click on it with the 
mouse, and then press theDelete key from the list 
of options available. The “Confirm File delete” 
window will be immediately displayed on the 
screen. You have to confirm the deletion by 
clicking the Yes option. 

Note that if you delete a program shortcut icon - 
youare not deleting the program, just the icon. Create Shortcut 


4.10 How to change thenameofanicon? Delete —| Delete 
To change the name of an icon, right-click the Rename — | Rename 
icon and then select Rename. Type a new name SU 


and pressEnter Properties 

4.11 Working with Windows 

Windows XP displays all programs and content in a window on the desktop. When you 

start a program, for instance, you see the program window. When you open a folder, you 

see the contents in a manipulate the Part of using Windows, then, is understanding how to 

manipulate the windows so that you can see and work with the area you want. 

To open a program window, start the program. To open a content window, double-click 

the drive or folder icon or select the folder from the Start menu. 

4.12 What happens when a window is open? 

When a window is open, you see the controls for the window in the upper-right corner. 

The current window appears on top of any other open windows and the title bar is brighter. 

4.13 How to close a window? 

© Tocloseawindow, click itsClose button. 

4.14 How to minimize a window? 

© To minimize a window click its Minimize button. The window will immediately 
shrink to a taskbar button. 

4.15 How to maximize a window? 

©  Toensure that a window fills up the entire screen, click itsMaximize button. 
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4.16 How to move a window? 

© Tomovea window, put the mouse pointer on the title bar and drag the window to the 
location you want. 

4.17 How to resize a window? 

© To resize a window, put the mouse pointer on a border and then drag the border to 
resize the window. 

4.18 How to start of Program from the Start Menu? 


You spend most of the time using your computer working in some type of a program-a 
word processing program to type letters, a spreadsheet program to create budgets, and so 
on. You can start a program in any number ways, including from the Stat menu. 


When you install a new Windows program that program’s installation procedure sets up a | 
program icon (and sometimes a program folder if the program includes several 
components). These are listed within the Start menu. 


You can use one of two methods for using the Start menu. If you commonly use a program 
and it is listed on the Start menu, you can click it from the left pane of the Start menu. If the 
program is not listed, you can display all programs. 


4.19 How to start a recently used program? 


1. Click theStart button. The left pane displays the last size programs you used. | 
2. Click the program. That program is started, and you see the program window. 


4.20 How to List All Programs? 


Follow these steps to start of the installed programs: 

1. Click Start, and then click All Programs. You see a list of all the program icons 
and program folders. 

2. If necessary, click the program folder. Any items with an arrow next to them are 
program folders rather than icons. When you click the program folder, you see the 
program icons with in that folder. For instance, if you click Accessories, you see the | 
Accessories programs included with Windows XP. Follow this step until you see the icon 
for the program you want to start. 

3. Click the program icon to start the program. The program opens in its own window, 


and a task bar button for the program appears in the task bar. Figure 3.2 shows WordPad, a 
program included with Windows XP. 
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© Set Program Access and Defaults 
A © Windows Catalog 

% Windows Update 

EE] New Office Document 
i GB Open Office Document 


fa 
I) Games s 
I Macromedia I) Entertainment 
T Startup E System Tools 
® Internet Explorer I Address Book 
EEE] ® cakulator 
G Outlook Express E Command Prompt 
gb Remote Assistance BD Notepad 
Internet © windows Media Player Y Paint 
: 33 Windows Messenger O) Program Compatibility Wizard 
E-mail {È Windows Movie Maker Q Synchronize 
i Ë) Adobe à @ Tour Windows xP 
E) Adobe Acrobat ED Windows Explorer 
E QuickTime For Windows A WordPad 
428 Nero PhotoSnap Viev 3” Adobe ImageReady CS SB Scanner and Camera Wizard 
Adobe Photoshop CS 
2 Flash 8 Hy gsr 
FPR Lock Folder XP 3.6 ED Der eN CaN 
n f C) Lock Folder xP 3.6 
[wl Microsoft Word (GB Microsoft Office Tools 
E) Nero 7 Ultra Edition 
ot] Nero StartSmart fj sony 
(E) Tuneup utilities 2006 
[E] Microsoft Excel 
E Microsoft FrontPage 
Microsoft PowerPoint 


D} Nero ShowTime 


2 


All programs $) 


Starting A Program From A Shortcut Icon i 
In addition to the Start menu, you can also start programs from shortcut icons. Some 


programs automatically create shortcut icons, placing yourself, as covered in Lesson 16, 
‘Setting Up Programs”. 

To start a program from a shortcut icon, double-click the shortcut icon on desktop. The 
program starts and displays in its own window. A taskbar button appears for the program. 
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4.21 How to switch between programs? 

You may often work with more than one type of program at the same time. Windows XP 
enables you to quickly switch from one program to another. For instance, you might want 
to see the scores of individual countries in the last three world cups in a worksheet while 
at the same time write an essay on world cup in a word processing program. Switching 
between programs enables you not only to view data from several sources, but also to 
share data along programs. | 
You must have noticed that as soon as we start a program a button for that program is 
displayed in the task bar. Say you are working with two programs one say MS Word for 
word processing and MS Excel for worksheet program. In such cases icons of both the 
programs are displayed on the taskbar. To switch from one program to another program, 
we have to click the button for that program from the taskbar. Immediately that program 
becomes the active program and its button appears darkened than the other buttons on the 
taskbar. 


4.22 How to exit a program? 
When you finish working in a program, we must close it to free system memory. Although 
the latest PCs come with higher system memory (RAM) which can handle several 
program open at once, too many programs can tax your system’s memory and slow the | 
computer’s processes. Your can use one of several methods to close a program: | 

Y Click File,and then click the Exitcommand. The program closes. 

or 

Y Click the Closebutton for the program window. 

or 

vV Press AlttF4 


4.23 Why do we createa New Folder? 

Finding, saving, and opening documents is easier if you group related files into folders. 
: For example, you might want to create a folder for all your word processing documents of 

for each person that uses your computer. Creating a folder enables you to keep your 


documents separated from the program’s files so that you can easily find your document 
files. 


You can create a folder within any of the existing folders on your computer. Follow these 
steps: 


1. Open the folder in which you want to create the new folder. 


2. Inthe Task pane, click Make a new folder. The new folder appears in the window 
and the name is highlighted. 


3. Typeanewnameand press Enter: The folder is added. 
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Working with Folders 
You can delete, move, rename, and copy folders, much as you do with files. The following 
are some of the key folder tasks: 

To select a folder, click it. 

Y To delete a folder, select it, and then click Delete this folder in the Task pane or 
press Delete key on your keyboard. Click the Yes button to confirm the deletion. 

Y Tocopy a folder and its contents, select the folder, and then click Copy this folder. 
In the Copy Items dialog box, select the folder where you want to plus sign next to 
the item. Click Copy. 

© Movinga folder is similar to copying, only when 
you move a folder the original is deleted and only 
the moved folder (and its contents) remain. 


Copy Items 


‘Select the place where you want to copy ‘Desktop’, Then 
chick the Copy button, 


Select the folder, click Move this folder, and 
then select the drive or folder in which to place 
the folder. The dialog box that appears is similar 
to the Copy Items dialog box, but is for moving. 
Click the Move button. 

To rename a folder, select the folder and then 
click the Rename this folder link. The current 


2 i My Computer A 
E A 3v Floppy (A:) 
B® S Local Disk (C:) 
tH <= Local Disk (D:) 
E Se PROJECTS (E:) 
® Gb CD-RW Drive (F:) 
® É Nero Scout 
E C3 Shaved Documents 
&@ E ACES Infotech's Documents 
& È My Network Places 


a ‘Share-to-Web Upload Folder 
name is selected. Type the new name and press EAA 


n To view any subfolders, click a plus sign above. 
Enter. ATEN 


4.24 How to manage files? 

Displaying and Selecting Files 

When you save the work from a program, that data is saved as a file on the drive and folder 

you select. You work with these files often. You may need to copy a file or move a file to 

another folder. You may want to create a shortcut to a file. To start, you open the drive and 

folder where the file is stored. 

After you display the files you want to work with, select the file or files. You can selecta 

single file or several files. For instance, you may want to delete a group of files. 

To select a file or files, do any of the following: 

© Toselecta single file, click it. 

©  Toselect several files next to each other, click the first file of the group that you want 
to select, hold down the Shift key, and then click the last file. The first and last files 
and all files in between are selected. 

© To select several files that are not next to each other, hold down the Ctrl key and 
click each file you want to select. 
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4.25 How to select all files? 
Y Toselectall files, click the Edit menu, and then click the Select All command 
or 
{v Press (Control A). 


4.26 How to deselect a file which is already selected? 
Y Todeselecta file ora group of files, click outside the file list. 
Y Todeselectan individual file in a group, Cntrl+click the file. 


4.27 How to delete a file? 

Eventually, your computer becomes full of files, and you have a hard time organizing and 
storing them all. You can delete any files you no longer need. 

Windows XP doesn’t really delete a file; instead, it moves the file to the Recycle Bin. If 
needed, you can retrieve the file form the Recycle Bin. 


4.28 What are the steps to delete a file? 
Y Select the file(s) you want to delete. 
(Note that the Task pane displays file-related tasks). 
vy Click Delete this file. 
Y Click Yes to confirm the deletion. 
Windows removes the file(s), placing it (them) in the Recycle Bin. 


4.29 How to undelete a file? 

Sometimes you delete a file or folder by mistake. If you make a mistake, you can retrieve 
the file or folder from the Recycle Bin (as log as the Recycle Bin has not been emptied) 
and return the file to its original location. 


To undelete a file, follow these steps: 

© Double-click the Recycle Bin icon on your desktop. You see the contents of the 
Recycle Bin, including any folders, icons, or files you have deleted. 

© _ Select the file you want to undelete. 

© Click Restore this item in the Task pane. The file is moved from the Recycle Bin 
back to its original location. 

© Click the Close button to close the Recycle Bin. 

Even though you can’t see them in My Computer of File Explorer, the contents OF the 

recycle take up disk space, so periodically you should empty it. Be sure that it doesn’t 
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contain any items you need. Remember Murphy’s Lay. You'll probably need the file the 
second you permanently delete it! 

After you've checked the contents, you can permanently delete the contents by emptying 
the Recycle Bin. Double-click the Recycle Bin icon, The click Empty Recycle Binin the 
Task pane. Windows displays the Confirm Multiple File Delete dialog box; click Yes to 
empty the Recycle Bin. 


Renaming A File 
If you did not use a descriptive name when you saved the file or if the current name 
doesn’t accurately describe the file contents, you can rename it. You can rename only a 
single file at a time. Follow these steps: 

1. Select the file you want to rename. 

2. Click Rename this filein the Task pane. The current name is highlighted. 

3. Type the new name and press Enter. The file is renamed. 


Copying A File 
Windows makes it easy to copy files from one folder to another and from one disk to 
another. You might copy files to create a backup copy or to revise one copy while keeping 
the original file intact. Follow these steps to copy a file: 
Select the file(s) you want to copy. 
© Click Copy this filein the Task pane. You see the Copy Items dialog box. 
© Display and then click the folder in which you want to place the file. You can 
expand the folder listing by clicking the plus sign next to the icon, drive, or folder. 
© Click the Copybutton. Windows copies the files to the new location. 


Moving A File i 

You might need to move files from one folder or drive to another (for example, to 
reorganize folders by putting similar files together in the same folder). You can also move 
a file that you accidentally saved the wrong folder. Moving is similar to copying. Follow 
these steps: 


© Select the file(s) you want to move. 

© Click Move this filein the task pane. You see the Move Items dialog box similar to 
the Copy Items dialog box shown in Figure 6.3. 

© Display, and then click the folder where you want to place the file. You can expand 
the folder listing by clicking the plus sign next to the icon, drive, or folder. 

©  Clickthe Movebutton. Windows moves the files to the new location. 
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Finding Files 

Viewing And Sorting Files 

Saving a file and not being able to find it again is pretty common. Either you didn’t saveit 
to the location you thought, or you cannot remember in which folder you saved it 
Sometimes you don’t remember the exact file name. One way to find files is to change 
how they are displayed in the folde4r window. You can view the contents ofa window ina 
variety of ways. You can also sort the contents so that files are listed in alphabetical order, 
by date, or by type. A new command in Microsoft Windows XP enables you to group 
similar files together. 


Changing The View 

If you want to see more of a window’s contents at one time, you can change the view top 
List. As another alternative, change to Details view to see more detailed information 
about the contents (size, name, type, or modification date). You can also select 
Thumbnails, useful for pictures, or Tiles which show an icon along with file information. 
Changing the way a window displays its contents can make it easier to find what you need. 
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nge to a different view, follow these steps: 
< In the window you want to change, click the View, menu or click the down arrow 
next to the Views button. 
Select the view you want. Window provides the following options for viewing a 
folder. 
i) Thumbnail View E My Computer 
ii) Tiles View Fle Edt View Faveelint Tode Hep 
iii) Icon View 
iv) List View 


nat acer | y D - Details 
rfcmann i. — 


| Koustav Docuniets 


Hard Dink Daves 


~ 
| v) Details View | system vasis | A cons iona 
kna 
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Thumbnail View: In Thumbnails view, Windows displays images from your folder on 
© the folder icon by default. The images Windows display the glimpse of the 
j original pictures. 
$ 
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Tiles View: Tiles 
view displays your 
files and folders as 
icons. The icons are 
larger than those in 
Icon view, and the sort 
information you 
select is displayed 
under the file or folder 
name. For example, if 
you sort your files by 
type, “Microsoft 
Word document” 
appears under the file 
name for a Microsoft 
Word document. 


Icon View: Icons 
view displays your 
files and folders as 
icons. The file name is 
displayed under the 
icon; however, sort 
information is not 
displayed. In this 
view you can display 
your files and folders 
in groups. 


@ My Documents 
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Sorting Files 
Sort the contents of a folder window so that you can more easily find the folders an 
files you want, Windows enables you to arrange the contents of a window by name, 
type, date, and size. All views show the sort, but the change is most apparent in Det 
view because this view includes columns for size, date, and type. 


Follow these steps to sort files: 

vi Open the window you want to sort. 

v Click View. and then click the Arrange Icons By command. 

vi Select the sort order you want. Figure 7.3 shows the files sorted by 
modification date. Note the sort column is indicated with faint shading and an icon i 
the heading. 


Grouping Files j 
New with Windows XP is the capability to group file icons. The grouping depends of 
how the items are sorted. If you sort by name, the contents are grouped alphabeticalh 
If you are sort by type, the contents are grouped by type. Therefore, sort first and the 
group. You can group in any view. i 


Follow these steps to group files: 

v Sort the contents by how you want them grouped. For instance, to 
group by type, sort by type. 

y Click View, Arrange Icons By, Show in Groups. Windows groups# 
icons by the sort order. Figure 7.4 shows the files sorted, and then grouped by type. 


4.30 How to Search for Documents? 

If you have saved a document, but cannot locate it by browsing through your fold 
you can search for it. You can search for several different file types. From the seal 
results, you can then open, print, copy, or move the file. 


4.31 How to search for a file? 

© Click the Start button, and then click the Search command. 

© — Select the type of file you want to find. Files can be in the form of documents i 
of word processing files, worksheets in case of spreadsheet files; and even pic! 
music, or video files etc. i 

© Enter the search criteria. The available options vary depending on what 
selected to search. You can specify the last time the file was modified and/or e 
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all or part of the filename. 

© Click the Search button. Windows searches and displays a list of found files in the 
right pane of the window. You can double-click any of the listed files or folders to 
open that file or folder. 

©  Toclose the search window, click its Close button. 


B Search Results 


A word or phrase in the fie: 
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<æ Local Hard Drives (C: MI S% 
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Y Select the subfolder, which we need to copy. Say the name of the subfolder is 
“Computer Horizons Bk 7” which is located within the folder ACES. 


Cl Computer Horizons Bk 7 


Edt View Favorites Tool 
Y Press ctrl key + C together or select “copy” 8 pst — 
from “edit” menu. 


Y Open the destination folder (say ACES1) where 
you went to keep the subfolder. 


v Press ctrl key and “V” together from the 
keyboard or select “paste” from “edit” menu. 
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> - BH Po Seach [E> Folders EJ- 


ess |C C\Doc 


uments and Settings\Koustav\My Documents\ACES1 


vä 


ied x a 
File and Folder Tasks 


Í CI Make anew folder 
Publish this Folder to 


4.33 Is there any alternative method? 

Yes, we can open both the source (say ACES) and the destination folder (say ACES1). 
Now select the subfolder you want to copy; keeping the left mouse button pressed, press 
“ctrl key” and drag the subfolder to the destination folder (ACES1). 

Now we will find by clicking each of the folders (ACES & ACES1), the subfolder is 
present. 


We have thus learnt to copy a subfolder from one folder to another. 
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We will learn about 
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Chapter : 5 
Word Processing 


Definition of Word Processing 

Features of Word Processing 

Opening the Word Processing application 
Standard Toolbar and the Formatting Toolbar and 
the functions of the various tools 

Setting up a page 

Creating a document 

Justifying the text 

Writing, Editing, Selecting, Inserting and Deleting 
the text 

Formatting a document 

Inserting a picture in a document 

Saving a document 

Closing a document 

Opening an existing file 

Manipulating with data 

Inserting current date and time in a document 
Mail Merge utility 

Exiting from MS-WORD 


5.1 Introduction to Word Processing 
Word Processing makes keying in, editing, storing and printing a document easier. We 
can increase or reduce the size of letters, texts, underline them, italicise them and can avail 
several other facilities with the help of a word processor while working in a document. 
With Word Processing software, one can create any document very fast. 
In order to understand word processing we will discuss about certain terms used in Word 
Processing to help us understand the application better, Remember, when one writes 
something for the first time, we term it as Creating a document 
Word: Words are known as text 
Document: The entire text is called a document 
Thus, when you write something for the first time, you create a document. Say you write 
a letter or you write a story; in both cases you have to term them as documents. 
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Advantages of Word Processing: 


With the help of Word Processing packages we can avail several advantages: 


© © © OOO 


©@o@ 


We can edit a part or the whole Document. 

Set left margin, top margin, right margin and bottom margin as per the requirement. 
Align the text on the left, right, center or even on both sides. This characteristic is 
known as Justification. 

Underline, Italicise or Boldface text or part of text wherever required. Use Subscript, 
Superscript and special features. 

Correct spelling mistakes with the help of several of thousands of words available 
with the Word Processor’s dictionary. 

Allow for merging addresses with documents in the form of letters. This function is 
known as Mail Merge.(Suppose you want to send a New Year card to fifty friends 
where the contents of the letter is the same whereas only the addresses change, this 
can be achieved through Mail Merge facility ofa Word Processing software.) 

We can write text in the form of tables very easily. 

We can insert pictures within text. Numerous pictures are available in a program 
called "Clip Art Gallery" 


[Clip Art is pre drawn artwork available with MS-OFFICE and can be accessed from 
various applications. ] 

Let us learn a popular word processing application known as MS WORD under 
WINDOWS environment. 


5. 


2 Opening a Document 


©Clickon the Start Button. | Highlight the Programs option | Click on Microsoft Word 
application. 


In 


case we already have the icon for WORD on the desktop, we can double click on the 


Microsoft Word to start the application. After clicking the mouse we get the initial screen 
ofthe MS WORD application. i : : 
Letus study the screen of the MS-WORD in details.( See illustration) 
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Application 
Control Menu 


Standard Tool Bar 


Title Bar 


Formatting Toolbar 


Work Area 


Scroll Bar 
Vertical 


On the extreme top we find the Title bar. On the right of the title bar we find Application 
Control Button. In the beginning the initial screen automatically gives the name to your 
work as Document! 
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After working on it you may change the name as per your choice and convenience. 

Suppose if we write a story we give a name to it, similarly in 

MS-WORD every document has a name ortitle. 

This helps in saving the document under a specific name and then calling it later for 

further use. Say, we start typing a story and give ita title" MY STORY". In the first day, we 

might type in just two pages, later we may want to add more pages every day till the 

document "MY STORY" is completed. In this case one can instruct the computer to call 

the work through the name " MY STORY" and then work on it. Suppose we wrote ten 

stories and if we did not have different names for it, we would have found it impossible to 

locate them. 

5.3 Exploring MS-WORD features 

There are three (3) buttons in the Application Control Menu Button. 

1. Minimize Button 

2. Restore / Maximize Button 

3. Close Button 

Minimize Button: This button reduces the Word Application to an icon on the taskbar in 

the form of a tiny button. By clicking on the tiny icon, which remains displayed on the 

Taskbar, we can go back to the application again. 

Restore Button: This button, which is located at the upper right-hand corner of a 

maximized word screen, resembles two overlaying windows. Clicking on this button 

restores the Word screen to the size it was before it was maximized. 

Maximize Button: Clicking on the maximize button, which looks like a small square 

causes the word screen to enlarge and fill up the entire screen. 

Close Button: This button is used to exit from the Word Application. 

Menu Bar: This is located just below the Title Bar. 

"Tf Yn ot Fea Jk Tae tn ibd x 
MENU BAR 

This displays a list of options such as File, Edit, View, Insert, Format, Tools, Table, 

Window and Help. By clicking on these commands we can avail several commands 

through which we can carry out various functions. 

Menu buttons are followed by control buttons at the right most corners. 

On the MS-WORD screen, we usually find two Toolbars: 

l. Standard Toolbar 

2. Formatting Toolbar 
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Standard Toolbar: The Standard Toolbar is found below Menu Bar. | 
Instead of using the various commands found in the Menu Bar, we find a number of icons 
(graphic illustration) in the Toolbar. By clicking on these icons we can carry out various 
functions. Since the commands found in the Menu Bar are almost the same as Toolbar, it 
depends on the user's choice to opt for Menu Bar or Toolbar. For example, if we want to 
save our work we can either go to the Menu Bar and click on Save command under File 
Menu or go to the Toolbar and click on the Floppy icon to Save the current file. Thus, a 
toolbar is generally used as a substitute ofa Menu Bar. 


STANDARD TOOL BAR 


Formatting Toolbar: This toolbar is found below the Standard Toolbar. Similar to the 
Standard Toolbar, we find various icons which represents various operations such as 
changing the font size, point size, adjusting the margin and justification etc. 


FORMATTING TOOLBAR 
Work Area: This is the area where you can type and carry out your work. 


Horizontal and Vertical Scroll Bar: The Vertical scroll bar, which is found along the 
right hand side of the Word screen, allows us to move quickly through the document. This | 
is known as "Scrolling" because it appears that the document is being rolled past our eyes | 
as if it is written on scroll. The horizontal scroll bar at the bottom of the screen enables us | 
to pan across the screen. 
Status Bar: The Status Bar displays information about the current command, or about the - 
Word environment, which is displayed at the bottom of the screen. It gives information | 
about the position of the cursor in the current document (Page number, Line number, | 
Column number). 


e E O cole = 
STATUS BAR | 
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5.4 Margins 

Let us understand the Margins. You must be aware of the word "Margin". Isn't it? While 
writing on your exercise book you must have noticed that some space are kept blank on 
the left, on the right, on the top and on the bottom. You are supposed to write within the 
margins defined on your exercise book. 


5.5 Page setup in MS-WORD 

The page layout refers to the margins and page size settings. The space to be left blank on 
all the four sides-top, bottom, left and right is done through the margin settings. 

We will find a RULER indicating measurement in inches below the Formatting Tool bar 
as shown. We will learn how to set up a page prior to starting our work. 


IP) ele Esk view Insert Format Tools Table Wrwdow He 
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1 am jE ee O-7-4-) 
peso Ss ee ae 
Steps for Setting up a Page: 


© Select the File menu from the menu bar. | Select the Page Setup. 
You will find a Page Setup Screen on your monitor. 
Determining the Margin size: 


Si Times New Roman > 10 =| 


UE Normat 
a a, 
Left M 


Type the Margin size. The Margin sar | omar soo fear saree | ie | 
dimensions can be changed by pressing sii E SEA | 
the up arrow and down arrow keys. The bja = E f 
Left and Right margin will be indicated kene g 

by the ruler line, which is below the OO 

Formatting toolbar. bok T 

By default the computer has the eos - 2 seco: forme common | 
following margin size set for a normal ames | 
document Saer TR sere N) 


(a) Top Margin: 1" (b) Bottom 
Margin: 1" (c) Right Margin: 1.25" (d) Left Margin: 1.25" 

The Header Space enables us to provide space between the edge of the paper and the 

header text. The Headeris the text to be printed at the top of each page. Similarly, Footer 

Space enables us to provide space between the edge of the paper and the footnote text. 

Footeris the text to be printed at the bottom of each page. 
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5.6 Creating a New Document 

By now we have learnt quite a few terms of MS-Word and thus can start working on it. 

There are three ways to create a new document in word. The most commonly used is 

explained below. 

© Click on File on menu bar. | Select New. In the New dialog box, Blank Document is 
highlighted. This means that we are creating a Normal Document. | Click on OK 
Button. 

Ablank page is open for you for typing. Once you have created a document, you can begin 

typing. As you type, your text will appear on the screen. 


5.7 Keying and Editing Text 

When you have typed in all your text, you are ready to edit it; that is, you can correct, 
move and insert, add to what you've typed and delete any errors. After you have typed in 
all your text you may find certain spelling mistakes have occurred, certain text have been — 
missed. To make the document error free we have to edit it. In this class we will learn how 
to edit a text by deleting a letter ora line or inserting a text ora line. 


5.8 Selecting text 

Often, you will need to make changes to more than one character at a time. For example, 
you may want to change the size of a large amount of text, make it all bold or italic or — 
delete an entire sentence quickly. By selecting text or paragraphs the changes you make | 
will apply to the all text you have highlighted. There are several ways to select text, 
depending on whether you want to use your mouse or keyboard. 


Steps for selecting text using mouse: As you move your mouse pointer around the 
screen you will notice that it changes shape. When the mouse pointer moves over menus, — 
scroll bars, button bars and so on, it appears as a small arrowhead, but while moving along 
the work area it takes the shape of the letter" I" . This is called anI-beam. 


Steps for selecting Text: Position the I-beam in front of the word or words you want to 
select. While holding down the left mouse button, drag the I-beam across the words. As 
you do this, you will notice that the words become highlighted. Once you have 
highlighted all the words on which you wish the changes to be applied on, release the 
mouse button. The words will remain highlighted. 


© Ifyou have selected wrong words, you can cancel the selection (also called "de- 
selecting"), by simply clicking once with left mouse button anywhere on the page 
outside the selected area. The highlighting will disappear and you can select again. 
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Steps for selecting text using the keyboard: 

If you don't have a mouse, or prefer to use your keyboard to select text, follow these 
instructions: 

You can select text by positioning the cursor in front of the text you wish to select and 
holding down Shift key while using arrow keys to highlight your selection. To de-select, 
release Shift key and press any of the arrow keys. 


5.9 Inserting and Deleting Text 

While typing it is possible that you make a spelling mistake or you have forgotten to enter 
acharacter or a word. It is very easy in Word processing to insert or delete a character or 
text. 


Sometimes you may inadvertently press the wrong key and would want to get rid of the 
mistake. Just move the cursor on unwanted text or character and press the Delete key. The 
mistake disappears and other letters fill the space. 

Say you have typed ina line through your keyboard. 

Iloves chocolate. 

You find that the letter's' has been mistakenly typed and needs to be deleted. 

Take the cursor to the letter 's'. Press the Delete key. Now the sentence becomes error free 
Iove chocolate. 


Similarly, you can delete a word by selecting a word and pressing the Delete Key. 
Inserting a Text: Let us learn about adding or inserting paragraph. To add text, move the 
cursor to the place on the line where you want to insert letters or text. Then key them in. All 
the other letters on the line move to the right. 


Inserting a Line: For inserting a line in between the existing lines we have to move the 
cursor to the end of the line after which we want to insert and then press the Enter Key. 
You will find the line below moves one line down. A blank line is created. One can type the 


text to be inserted as shown. 
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Deletin ga Line or Word: If we want to delete a line or word it has to be selected first. Any 
text, which is selected, is displayed on the monitor in the reverse manner ( i.e. background 
of the text will be in black and text in white). After the selection of the text or part of the 
text we have to press the Delete key on the keyboard and the selected portion will be 
erased. 


5.10 Formatting a document 

You can use Formatting Toolbar to make your document look more interesting and 
communicate your message more effectively. Using bold, italic, or underlined text, 
changing font, and adjusting text alignment (also called "justification") can help you 
emphasise important points, organise your information and improve readability. In word 
processing, text is formatted using the Formatting Toolbar shown below or using the 
Format pull-down menu. 


Fonts 

Typeface (or Character styles) is known as "Fonts". There are many different fonts 
available for use in Word Application, each suitable for different use. You can make your 
document look special by changing the style of the letter that is used. 

There are different style of letters called "Font" that are available with Word Processing 
application. Each font has a different name, such as Times New Roman, Arial, Digit Med, 
Arial Black, Arial Narrow, Fixedsys, Avant Garde MD BT, Garamond, Allembert, Lucida 
Handwriting, Algerian etc. 

Examples of different fonts : 


Name of The Font: Example 

Times New Roman Happy Birth Day 
Comic Sans MS Happy Birth Day 
Zurich XCn BT. Happy Birth Day 

impact Happy Birth Day 
Lucidewhandwriting Happy BirthDay 
Allembert happy Birthday 
ALGERIAN HAPPY BIRTHDAY 


Steps for changing the font of a document 

© Select the text you want to change. | Click on the down arrow beside the Font 
selection window on your Formatting toolbar (this displays the name of the font that 
is currently being used). 

A menu which lists all the fonts that are available to you will appear. The selection of the 

menu above the horizontal line shows the fonts already used in the document; the section 

below shows all the fonts available. 
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Click on the name of the font you want to apply. The menu 
will disappear and the desired font will be applied on the 
selected text. 

Alternatively, you can change the font using the Font 
dialog box. This method has the advantage of allowing you 
to see a sample of the font before you apply it to the selected 
text. 


fines New Roman SSR 


bed a 
Abadi MT Condensed Light 


(t Arial 

‘Tp Arial Black 

‘Wp Arial Narrow 

‘Tp Book Antiqua 

Tih Bookman Old Style 
‘Tp Bookshelf Symbol 3 


A riar ae © Select the text on which you want to apply a specific 
HCalstoMT font. | Click on Format on the menu 


century Gothic = bar,| From the Format pull-down menu, click on 


Font. | Choose the font style you want to apply by clicking on the Font name. | Click on 

OK to apply that font to the selected text, or choose a different font. Your text will not be 

changed until you click on OK. 

Font size: 

© Word Processing software provides the opportunity of manipulating the sizes (also 
called point size) of the text to be typed. Texts can be enlarged or reduced as per the 
requirement of the user. 

The best way to understand points is to think of them as the number of characters that fit to 

an inch for example 12-Point type is larger than 8-point type. You will soon acquire a feel 

for which point size will be best for your requirement. 


Point Size Example 
8 Computer Horizons 
18 Computer Horizons 
24 Computer Horizons 


Steps for changing the point size of the text: 


© Select the text you want to select. | To the right of the Font selection of 
the Formatting Toolbar, you will see a box with a number in it. This 
number is the size of the font, measured in "points". 

© Click on the down arrow on the size section. A menu lists several sizes; 
however, you can stipulate any size by simply typing it into the size text 
box. 


Alternatively, you can change the font size using the Font dialog box, which 
allows you to see a sample of the size before you change the text. 
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© Select the text you want to change.| Click on Format on the Menu Bar | Cli 
on Font. | Choose the font size by clicking on appropriate number in size box. 
Click onOK 


Bold, Italic, Underline: 

You can also change the way text looks by using Bold, /talic, Underline. 

Select the text on which you want to apply these features, then click on any or all of 
three i.e. Bold, Italic or Underline Buttons (shown below) 


BELT Ad You can choose any combinations of these or even all three at on 
BI u You will notice that when this formatting is applied to text, t 
appropriate button on Formatting Toolbar appears to be depressed. 

B=Bold 7=Italic U=Underline 
To remove this formatting, select the desired text, and then click on the appropriate 
button(s) again. The button(s) will "pop out", showing you that selected text does n 
have that format applied. 


Ifyou prefer to use the keyboard to apply this formatting, follow the given steps: 
© Select the text you want to change | Hold down the Ctrl key and press one of 
forms: B for Bold U for Underline I for Italics. 


Style Example 

Bold The Information Superhighway 
Italic The Information Superhighway 
Underline The Information Superhighway 
Bold Italic The Information Superhighway 
Bold, Underline The Information Superhighway 
Italic, Underline The Information Superhighwa 
Bold, Italic and Underline The Information Superhighwa 
Justification 


In word processing justification means that the characters you type through the keybo 
are lined up along the margin. Most of the time, we see letters lined up, or justified, on the 
left margin. That is called left align 
In some case, we may want to have our words, text, lined along the right margin. This i 
called right align 


While writing a text we might like to centralise the text where we use center align. Tht 
illustration below will clarify your understanding of left align, right align and cen 
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align. In case of continuous text while writing books or format letters we have to maintain 
both left and right margin. In such’cases we use Justify to obtain the desired result. 


Left Aligned Text 


Little Bo-Peep has lost her sheep, 

And doesn’t know where to find them, 
leave them alone, and they"!l come home 
Bringing their tails behind them. 


Little Bo-Peep has lost her sheep, 
And doesn’t know where to find them, 

leave them alone, and they’Il come home 
Bringing their tails behind them. 


Little Bo-Peep has lost her sheep, 
and doesn’t know where to find them, 
Leave them alone, and they'll come home 
Bringing their tails behind them. 


Centre Alignment 


Justify: In Word Processing Justify implies that the margins are maintained both on left 
and right margin. 


ı The question itself is an answer and a way to another question. Inj 
! life there are so many questions which seek and answer. Have wel 
i sat down and thought about these question ? No. Man has, 
ibecome so self centred that he does not have time to go throughi 
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© Click on the text you wish to justify. | Click on the button in the formatting tooll 

that shows the justifications you want. 
Let us see an example where we use Left align, Right align, Justify and Center align ati 
same time. 


Date: 01/01/2001 (Left align) 

Dear Teddy (Left align) 

I miss you very much. I have not heard from you for a long time. When will 
you come back from your holidays? Write to me. Come back first. (Justify) 


Best of luck (Centre align) 
(Right align) Yours lovingly, 
Eddie 


5.11 Inserting a picture in a document 

© Click onInsert Menu| Click on Picture option. | Click on Clip Art. 

Then Microsoft Clip Art Gallery Dialog Box 

will appear on your monitor. 

[Clip Art gallery is a collection of pictures of 

various categories.] 

© Select the category of your requirement. | 
Select the picture of that category. | Click 
onInsert button. 

Then the desired picture is inserted in your 

document. 

You can create such Greetings Cards and send to your feiss! 

Why don't you try one just now??? 
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|, Write the given letter in the following manner as shown below. 
2. Save the file by the name ‘invitation’. 


Computer Club 


Dear Friends 

You are requested to participate in the Annual software 
Contest to be held at Charles Babbage Academy, at Floating 
point, Chennai on 1- January, 2001 


From P Gupta 


Secretary 
Participation Details : 


Name of School : y 
Name: 
Class: Sec: 


5.12 Saving a document 

To store your document in order to recall it later, you must save it. It is a good practice to 
save your document on regular intervals while working, as unexpected occurrences such 
as power failures and computer problems can lead to loss of data that has not been saved. 


You can save your data either on your hard disk or to a floppy disk. ; 
To save a new document, click on File on the menu bar. | From the pull down menu click 
onSave. 


If the document has not been saved previously, the Saye As dialog Box appears, 
Prompting you to give the documenta name. 

Type aname for the document in the File name text box. Click on Save (OK) button at the 
right-hand side of the dialog box. You will know that your document is saved when its 
name appears on the title bar of your word screen. Bee 

Ifyou make any further changes to your document, you may want to save it again to ensure 
you do not lose these changes. Because you have already named your document, you will 
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not be asked to name it each time you save. Word will save the updated document 
the same file name. 


Utility of "Save As" Option: 
While keying in any document you might be unsure about the exact words or format you | 
want to choose. 


Say, you are writing a rhyme 
The Great Robin Cook 
Wrote a good Book 


You can save it under the name Rhyme 1. 
After saving you might feel the second line can be changed yet you want to retain 
whatever you wrote. So instead of changing on the Rhyme 1, You save it at a different 
location through Save As command and give a name say Rhyme 2. In Rhyme 2 the 
contents of Rhyme 1 initially remain same. 


Now we can change the second line of the Rhyme to 
The Great Robin Cook 
Hada Funny Look 


Finally you decide which rhyme to send to your school magazine. 
This means in order to bring about the changes or alteration in a document without 
altering the original one, we use Save As Option. x. 
To save a copy of your work from your computer to your floppy disk, you have to follow 

the steps below: 


© Tosave anew document, click on File on the menu bar. | If the document hasn't been 
saved previously, select Save from the file pull-down menu.(if the document h a 
been saved, click on Save As to open the dialog box. | From the Save in drop-down 
box, select Drive A: | Click on Save(OK) button. 
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5.13 Closing a File: 

Once you have finished working ona file you will want to "Close" itand put itaway. There 
are two ways for closing a file. 

Steps for closing a file: 

Ist Method: 

© ClickonFile onthe menu bar. | Select Close from the File pull-down menu. 

2nd Method: 

© PressCtri andF4 Keys together. 


5.14 Opening on existing file 

© Select File from the menu bar.| Click on Open to display the Open dialog box. All 
files in the open folder are displayed in the window. | Select the file you want to open 
by clicking on it. When it is selected the file name will be highlighted. | Click on 
Open (OK) to Open the file 


5.15 Manipulation with Data 

With the help of Word Processor we can copy a character, text and paragraph to anywhere 
in our currently active document, existing documents or a new document. This feature of 
Word-processing is carried out by the commands Copy and Paste. 

This feature of Word Processing helps us to save our valuable time without re-keying the 
text, paragraph or even an entire document in case we need more copies of the same. 


What happens during Copy, Cut and Paste operations? 

The data we cut, copy or paste is stored in a temporary location in the memory called 
"Clipboard". Whenever any new information comes to the clipboard via the above 
operations, the existing data is erased and the fresh data is stored. 

Now we will discuss about the features of Copy and Paste commands. 

Copy and Paste refers to making one or multiple copies of same text. 

Now we will learn how to copy the text or paragraphs at different locations ofa document. 
Let us take an example: 

Humpty Dumpty sat ona wall 

Humpty Dumpty had a great fall. 

While typing the above thyme we find that the word Humpty Dumpty has been used 
twice, once in the first line and then in the second line. 


With the help of Copy command and Paste command we can copy the same word very 
easily as many times as we want. 
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Letus type the first line: Humpty Dumpty sat on a wall 
In order to copy the word in the next line, we have to perform the following steps: 


© Select the words Humpty Dumpty from the text you have typed. | Click on Copy 
command under Edit menu or you can press Ctrl+C keys simultaneously | Place the 
cursor to the desired position where you want to paste the text. 
© Click on Paste command under Edit menu or you can press Ctrl+V keys 
simultaneously. 
You will find that the word Humpty Dumpty is automatically typed on the screen. 
© Typethe remaining part of the rhyme. F 


Cut and Paste also refers to moving the text from one place to another. 
Now we will learn how to move the text or paragraphs to different locations on í 
document. 


Let us see the example below. 

The road ends here. STOP YOUR CAR! 
In the given line say you want to bring the second sentence at the beginning of the line we 
can use Cut and Paste command to achieve this objective. F 
In order to move the second sentence to the beginning of the line, we have to perform the 
following steps: 1 


Select the desired text i.e. the second sentence of the line (STOP YOUR CAR!) | Click on 
Cut command under Edit menu or you can press Ctrl+X keys simultaneously. You ill 
find the second sentence (STOP YOUR CAR!) disappears from the screen, leaving the 


first sentence in the place. } 


© Place the cursor to the desired position where you want to paste the line i.e. at 
beginning of the line. | Click on Paste command under Edit menu or you can pre 
Ctrl+V keys simultaneously. You will find the above said sentence in the followt 
manner k 
STOP YOUR CAR! The road ends here. > a 
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5.16 Inserting current date and time in a document: 


© Place the cursor to the desired Date and Time RE 


position where we want to Available formats: Lx] 
insert date and time. | 


© Click on the Date and Time 
command under Insert menu. 

© Select the format according to 
your choice. 

© ClickonOK button. 


We will find the selected format 
will appear in the document. 


5.17 Mail Merge: 
What is Mail Merge? 
Mail merge is a procedure, which allows you to type a document and combine it with 
several number of addresses. This is done when we want to send the same document to 
different people. 


Utility of Mail Merge: 

Say in your birthday, you want to send a letter of invitation to all your friends. You may 
have thirteen friends. Normally, you type the letter thirteen times, which is a very tedious 
job. Instead of typing the letter so many times, we can use mail merge i.e. type the letter 
once and combine this letter with thirteen different addresses. 

Thus through the help of Mail Merge facility of word processer invitation letters for your 
friends are automatically generated. 


Let us now learn how to avail the Mail Merge facility. 
Mail Merge involves two types of documents. 


1. Main document: This is the body of the letter that will be merged with several names 
and addresses as per the requirement. 


2. Data document: This document consists of several names and addresses that 
combine with the main document. 
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2. Pradip Sharma, 24A, Lajpat Nagar, New Delhi 

P Rakesh Gupta, 87/1/9 J.L.N. Road, Kolkata 
4. Sanjay Sharma 23 B, Andhar Nagar, Mumbai 

5. Rani Jain 75/1B, Hinno Colony, Ranchi 

6. Niten Tiwari 23A, Sector-IV, Bokaro 


To 


You are invited to attend my birthday party on 
25+ Dec’ 2000 at 6.00 P.M. 


Loving yours 
Rajiv 


Steps for creating the Main document: 
© Create a document. 


© Save the letter under any name say "Birthday" in this case. 
© Click onTools menu,| Click on Mail Merge 
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The following Mail Merge dialog box will appear on your screen. 


© Clickon Createbutton under Main document menu,| Click on Form Letters 


Now the following will appear on your screen. 


© Click on Active window button to make the "Birthday". Document as the main 
document. 


Procedure of creating the Data document: 
© Click on Get Data button. | Click on Create Data Sourcebutton. 


You will find the Create Data Source dialog box will appear on your monitor displaying 
commonly used field names such as Title, First Name, Last Name , Company, 
Address 1 ,Address2 ete. 


| 
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Create Data Source 


Amod ace ETENE E EE “The first row is called the | 
header row. Each of the columns in the header row begins with a field name. 


Word Groviins crime) Seas acre Se Et Sear You can add or remove | 
d field names to customize the header row. AES % MI 


© Remove the fields that you do not want to use, by clicking on them and then clicking 
onRemove Field Name button. 


Similarly, you can add field as per your requirement by keying the new field name in the 

Field Name box. 

© Click onOK button when you have only finalised on the field names that you want to 
use.( In that case First Name, Last Name, Address 1 ,City,State,Postal Code.) 


© The Save As Dialog box will appear on your screen. Give a suitable name in File 
name box and click onSave button to save the data document. 
A dialog box will appear on your screen informing you that data document you have 
already saved contains no records. 


The data source you just created contains no data records, You can add new records 
Ox: to pou daa source by hoor the Et Data Sores ten a nee est 
by choosing the Edit Main Document button, 


© Click onEdit Data Source button to add new records to the data document. 

The following Data Form box will appear on your monitor. 

© You enter the appropriate data of one of your friends in the text box. To move from 
one text box to another text box, you have to press the Enter key or Tab or by simply 
clicking on that box. 
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© 


When the all the data is keyed in for the 
first friend, click on Add New button to 
enter the data ofyour another friend. 


Once you complete the data entry of all of 
your friends click on OK button to save all 
the records that you have entered. You will ROSEA 
see a Toolbar will appear on your monitor. ear ii 

This toolbar is known as eae 2s 
Mail Merge Toolbar and appears below the Formatting Toolbar. 


Sy em Cea NE 


Mail Merge Toolbar 


Steps for merging the Main document with Data document. 


© 


Click on Insert Merge Field button on the Mail Merge toolbar. 


One has to specify where each field will appear in the final document. 


© 
© 


Select the desired location in your main document in which you want to place the 
fields. 

From Insert Merge field pull down menu of the Mail Merge Toolbar select the 
desired field by simply clicking on it. 

After inserting the desired fields, to merge the document with the data, click on Mail 
Merge command under Tools command. Then click on Merge button. Merge dialog 
box will appear on your screen. ; 
Now click on Merge button. Now you will see your main document has merged with 
your data document. You can see the samples ofthe two letters. 
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To To 

Pradip Sharma, Sanjay Sharma, 
24A, Lajpat Nagar, 23B, Andhar Nagar, 
New Delhi Mumbai 


Youare invited toattendmy ` You are invited to attend my 


birthday party on 25° birthday party on 25 
Dec '2000 at 6.00 P.M. Dec '2000 at 6.00 P.M. 


Loving yours, Loving yours, 


Rajiv Rajiv 


Do . it yourself 


Send the following letter to the following Principals 


Respected Sir, Principal, Public School, Kerala 
You are invited at the Power Principal, Public School, A.P. 

Point presentation in your school Principal, Public School, M.P. 

on the l-of January 2001 Principal, Public School, Karnataka 


Prinicipal, Public School, Delhi 


Principal, Public School, Rajasthan 
Yours sincerely, 


Rajiv 
Secretary 


5.18 Exiting the MS-WORD 
If you attempt to exit WORD before saving your document a dialog box will appease 


asking if you wish to save your changes. To do this, select Yes. If we choose No, WO 
closes without saving your work. 


Steps for exiting from Word: 

To exit WORD we have to perform the following steps 

© Click on File on the menu bar | Select Exit from the pull down menu, (Alternative = 
you can use the key combination Alt+F4 or Click on the "X" in top right corner. 
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Chapter : 6 
Working with Spreadsheet 


Wewilllearnabout , 


Definition of Spreadsheet 
Uses of Spreadsheet 

How to Start the Excel Application? 

Details about Spreadsheet 

Entering Data and Text 

Details about Rows and Columns 

Saving a Worksheet 

Using formulae and functions ina 

Spreadsheet Application 

Details about Cell Formatting 

How to Exit from a Spreadsheet 

of Excel? ' 
How to Transposing the data of a cell? 

How to hide/unhide Rows/Columns? 

What is Range? 

How to wrap text ina cell? 

How to rotate the text? 

How to attach notes in Cell? 

How to use the Autosum (S) Function? 


OOOOOOO OO OO©OOHOOOO 


6.1 Introduction to Spreadsheet 

Spreadsheet is an application program primarily used to type information in the form of 
tables and to perform necessary calculations. Spreadsheet is a big electronic worksheet 
made up of rows and columns. Initially LOTUS -123 (DOS Version) was the most 
popular spreadsheet package; with the advent of Windows operating system MS-EXCEL 
isthe one ofthe most prevalent spreadsheet application. 


6.2 What is a Worksheet ? 

Aspreadsheet program uses a worksheet to organise data. 

A worksheet is made up of Columns and Rows. Rows go across while columns go up and 
down. Each box that is formed when a row crosses a column is known as a CELL 
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A1, B1, B2, C2, D4 etc. denote the cell addresses created by the combination of Column 
name and Row number. 

Each of the boxes is called Cell. 

In this example, the cost of Pizza per piece is denoted by the cell C2. 


Working with Spreadsheets: 

6.3 What do we understand by the word " Spreadsheet"? 

Spreadsheets are basically tables. 

Spreadsheets can range from small, simple text tables such as a single marksheet ofa 
student to large data processing documents that can carry out the Payroll of thousands of 
employees of an organisation having various parameters like Provident Fund, Insurance, 
DA, TA, etc. 

We can type directly into each cell any text or numbers but the utility ofa spreadsheetis 
the ability of cells to store formulas and display the required results. 

We will find that spreadsheets are generally displayed on screen and in printouts in the 
form of grids; each block in the grid (cell ) can display text or numbers. 

Spreadsheets are most useful for calculations involving series of numbers (adding up 
score of a cricketer,budget report, calculations from a series of experiments, average 
rainfall value recorded over a specified number of days etc.) 


6.4 Whatis the Microsoft Excel Application? 

Microsoft Excel is an electronic spreadsheet program. 

You must have heard the terms “spreadsheet” and “worksheet” quite often. We generally 
use them interchangeably. Actually the term worksheet refers to the row-and-colummn 


matrix sheet on which we work upon and the term spreadsheet refers to such type of 
computer application. 


6.5 Whatis a Workbook? 


The term workbook refers to the book of pages that is the standard Excel document. The 
workbook can contain worksheets, chart sheets, or macro modules. 
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Features of a spreadsheet 

The worksheet 

Most of the spreadsheet screen is devoted to the display of the worksheet. The worksheet 
consists of grids of rows and columns. The intersection of a row and column is a 
rectangular area called a cell. 

6.6 What do we understand by the word "Cell" in a spreadsheet application? 

A worksheet is made up of cells. There is a cell at the intersection of each row and column. 
Acellcancontaina numeric value, a text entry or even a formula . A value entry can either 
be a constant or the value of a formula. The value of a formula changes as soon as the 
components in the cell change. The most interesting attribute of any spreadsheet program 
is the ability to change one value and watch all other values that depend on that first value 
which will be automatically change when the spreadsheet is recalculated. 


ce 


ABBY 


Figure 1 : Features of spreadsheet 
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Rows, columns, and sheet 

A worksheet can contain huge number of rows, numbered from 1. Huge number of such 
worksheets are also present in a spreadsheet. 

Modern spreadsheet contains 256 columns that extend across the worksheet, lettered 4 
through Z, AA through AZ, BA through BZ, and continuing to IA through IV. 


6.7 How tostartthe Excel Application? 

Click in the Start button located on the Windows 98/XP Taskbar at the bottom of 
the screen. 

SelectMicrosoft Excel from the list of programs. 


Administrator 


Figure 2 : ‘Start Menu' 
Starting a new workbook 
Aworkbook is a collection of sheets saved together under one filename. 
An Excel file can have many sheets saved in one file 


6.8 Understanding the details of a workbook in Excel Application. 

You must have all seen and worked on graph papers in school Just the way each graph 
paper is a matrix of several rows and columns, Excel worksheet is also a matrix of several 
rows and columns. Intersection of rows and columns are known ascell. 

A workbook is a collection of sheets saved together under one filename. 
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The default extension of an excel file is .XLS. 

yY The Maximum number of rows available ina worksheet is 65536. 

¥ The Maximum number of columns available ina worksheet is 256. 

v The Maximum sheets possible per workbook is 255numbers. 

v Therows inan Excel Worksheet are named as “1”, “2”,3” etc 
The columns in an Excel Worksheet start are named as “A”, “B”, “C” etc. till “Z” and 
then “AA”, “AB” till “TV”. 
The sheets by default are named as “Sheet1”, “Sheet2”, etc., . 
The workbook opens by default with three worksheets, which can be later increased toa 
maximum of 255,though we cannot see them together ail in one screen. 
When we start an Excel application, an empty workbook is automatically opened. The 
name of the file by default is titledas Book1 
How to open a new file in MS Excel and start anew workbook? 

Y Select File > New > Blank workbook 
or click onthe Standardtoolbar 


Figure 3 : "Open new file" 


6.9 What are the various screen components of Excel ? 

Worksheet; The maximum area of the worksheet screen is blank which is laid out ina 
grid of columns and rows. Each worksheet contains 65,536 rows 
(numbered from 1 to 65536) and 256 columns (numbered from A to TV — 
the first 26 columns are numbered A to Z, the next 26 AA to AZ, till IV). 

Cell; The intersection of a row and column is termed as cell. A cell pointer is a 
rectangular border that appears on one cell in the worksheet and identifies 
it as the current cell. The current cell contains the cell pointer, which 
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Cell indicator displaying the cell address of current cell 
(Default Al) 


Formatting Tool Bar 


Cell H1, F6, 
Hil 


iad 
HTa DlM Sheers (SHR SHH 


Honey Vertical Scroll Bar 
Status Bar Scroll Bar 
Screen components of Excel 


Figure 4 : Microsoft Excel Worksheet Window 
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Cell Address: 


indicates that our next entry or command affects the cell. When referring 
to the cells in the worksheet, we have to mention the letter of the column 
header plus the number of the row header. This combination of letter and 
number is called cell reference, or cell address. 


A cell reference is the combination of column letter and row number. Let 
us select a cell A3 of a worksheet. We can view the cell reference or cell 
address for a selected cell or cells in the name box to the left of the 
formula bar. 


Microsoft Excét - Books 


File Edt View Insert Format Tools Data 
ry BIU EE: 


Oe aig a?o] 4 ae, 


Cell Address ——= D1 fe =A1+B14C1 


Formula Bar: 


Workbook: 


Sheet tab: 


The formula bar is where you enter and edit data and formula. 

The worksheet on the screen is just one sheet in the current file, which is 
called a workbook. By default, each new workbook contains three 
sheets. However, a single workbook file can contain many sheets of 
different types including worksheet, chart sheet and macro sheet. 

For each sheet in a workbook, Excel displays a tab, like a file folder tab 
above the status bar at the bottom of the screen. These tabs are handy for 
moving from sheet to sheet. 


6.10 How to select cells and ranges? 

To enter data into your worksheet you must first have a cell or range selected. As soon as 
we open an Excel worksheet, cell A1 is already active. An active cell will have a darker 
border around it than the other cells on the spreadsheet. We can enter data only in active 
cell. So it is important to learn how to select and thus activate cells and ranges. 

The simplest way to select a cell is with your mouse pointer. We can move the mouse to 
thedesired cell and click onit, 

To select multiple but adjacent cells, click and drag the mouse from the first cell in the 
Tange to the last cell in the range. 

How to select non contiguous cells? 
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Incertain case wemightrequire to select noncontiguous cells. 
Select the first cell or range that you want to include in your selection, then hold down the 
Ctrlkey as you select the other cells. 


Moving around the worksheet: 

We can move from cell to cell using the mouse or navigation keys, 

To move with the mouse, click on the cell you want to make active; 

To move to other areas of the worksheet.we have to use the vertical and horizontal scroll 

bars. 

Letus learn the use of important keys to navigate around the worksheet: 
Homekey : Moves the active cell to column A of the current row. 

Y Ctrl+ Home :Moves the active cell to cell A1 in the current worksheet. 

¥ Ctrl+ Arrowkey moves the active cell to the end of the worksheet in that direction, 
E.g. Ctrl+up arrowmovyes the active cell to the first row. 
For eg. ifthe cell pointer is in DS pressing Ctrl+ up arrow will take the cell pointer 
toD1. ' 
Pressing PageUp and PageDown move the active cell up and down one screen’s 
worth ofrows. i 

Y  End+Home moves the active cell to the last cell in the worksheet that contains data. 


6.11 Whatare the different types of Data which can beenteredin the cells? 
Excel recognizes five different types of data which can be used 
i.Text ii. Number iii. Date: iv. Time v. Formulae. 
In order to enter data in a cell we have toclick ona particular cell and type the desired 
data. 


Entering Text as data: 
We can use numbers, text or symbols as data when we enter "Text" as data intoa 
cell. ; 

Although the text that we enter into a cell may consist of both numbers and other 
characters, Excel always considers as "Text" those values whicharenot recognizedasa 
pure number or numeric data. If you have numbers that you want to be interpreted as text, 
such as your class Roll number , you simply begin the number with an apostrophe and 
Excel Application till immediately identify that the entry should be treated as text i.e the 
said . data will never be used for any sort of calculation. 
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Entering Numbers as Data: 
| y Numbers are values on which calculations can be performed.. Numeric values 
consists of numerals ranging from 0 through 9, with an optional decimal point as a 
separator for decimal places. 
v Numbers can start witha dollar sign ($) or other currency symbol, 
Numbers can start witha” +" or"—" sign. 
Numbers can be enclosed in parentheses. 
One interesting aspect is , in case we enter a number that is too long to be viewed in a 
cell,we may see the number signs (#####) instead of the number that has been entered. 
_ Widening the column that contains the cell with number signs will allow us to view the 
~ number correctly.. 


Entering Date and Time as data 

Excel handles dates as serial numbers, which represents the number of days elapsed since 
1/1/1900, which is serial number 1 (e.g., 1/31/1900 is serial number 31). First, Excel 
handles the serial numbers in the background, and second, if you enter a date in one of the 
four formats shown here, Excel will automatically identify it as a date, store it as a serial 
number, and represent it to you as a date formatted in the way you choose. 


Formulae í y 
Formulae are mathematical instructions telling Excel to perform calculations on data in 
cells. For example, to add the data in the cells Al, B1, and C1 and display the result in cell 
D1, you would enter the formula = A1+B1+C1 in cell D1, Here “+” is working as an 
operator i.e., itis instructing Excel what to do with values of A1, B1, andCl. 
| iS) fle gdt yew Iset Format Jools Data 

| | Aviat +0 +|/BlU EE: 
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Ot ie fe =A1+B14C1 


Figure 5 : Formula Entry 


Operators are those which connect the elements of a formula. Some familiar operators 
are: addition (+), subtraction (-), multiplication (*), and division (/). There is an order of 
Operations when you are evaluating a formula. Formulas are evaluated from left to right, 
while expressions enclosed in parentheses being evaluated first, then exponents, 
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multiplication, division, addition, and subtraction. Excel has many more operators, but 
we restrict to a few in this class. 
Here is an example of how the order of operations works: 
Ifyou have the following formula within a cell: 
=C7/(C5+C6) 
The first operation would be the sum of C5 and Céand then C7 would be divided by that 
value of sum. 
Operator Precedence 
We must remember that , although Operations are undertaken from left to right,all 
multiplication and divisions take place before all additions and subtractions, unless we 
enclose sub-expressions in brackets to override the normal routine. . 
6.12 How to edit data of a Cell? 
Editing data in an Excel worksheet is very easy. We can edit our entries in either the 
formula bar or the cell itself. First we must activate the cell we wish to edit and then use 
one of the following methods to enter the edit mode. 
v PressF2 

or 
Y Click on the formula bar. or 
Y Double-click on the cell containing the data you wantto edit, 


6.13 Whatare the methods of copying data from one cell to another? 
There are many ways to copy the contents of a cell to another cell. Let us learn a few 
methods to copy the contents of a cell: 


Drag-And-Drop Method: 

Drag-and-drop is the fastest way to copy data in a worksheet. 

© — Selectacell which needs to be copied. 

© Move your mouse to the border of this cell. It changes to an arrow pointer. 

© Click your left mouse button and hold down the Ctrl key to let Excel know you are 


copying and not moving. A tiny plus (+) sign will appear next to your pointer. 
Continue holding the Ctrl key and the mouse button. 


Drag the pointer across the worksheet to the location you would like to paste the cell 
contents. 


© Release the mouse button and a copy of the cell’s contents are pasted in the desired 
location. 
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Copying data using Menu/ Shortcut key option: 
Select the cell or cells you want to copy. 
Select Edit -> Copy from the menu bar or press Ctrl + C or press copy button on the 
Standard Toolbar. 
Notice the blinking border surrounding the copied selection. You can also right- 
click and choose Copy from the context menu. 
© — Select the new cell in which to paste cell content. 
© Select Edit -> Paste or press Ctrl + V. You can also click on the Paste button on the 
Standard toolbar, or select Paste from the context menu. 
When you use the Edit -> Copy command, the information you copy is stored on 
the Clipboard, and you can paste it as many times as you want. 
This pasting process can be continued till we press Enter or Ese, at which point the 
selection marquee disappears from the cell being copied and it can no longer be pasted. 


© © 


6.14 How to delete Rows and Columns? 
In certain cases, you may have to delete some rows or columns ifsome specific data is not 
required. 

Steps for deleting the contents of cells: 

© Selecta cell or cells that you want to delete. | Press the Delete key. 

The Delete key clears the contents of the cell and the empty cell will be displayed. 

Steps for deleting an entire column: 
Select the column to be deleted | Select the Delete 
Delete command from the Edit menu. 

© Select the Entire column option and press OK. 
It will delete the selected column completely 
and all the subsequent columns will be moved to 
the left by one column. 

Steps for deleting an entire row: 

© Select the row to be deleted | Select the Delete 
command from the Edit menu. 

© Select the Entire row option and press OK. It 
will delete the selected row completely and all 
the subsequent rows will be moved up by one 
row. 


LC shift cells teft 
© Shift cells up 


6.15 How to move data of a worksheet ? 
Moving of data can be within the same worksheet or from one worksheet to another 


worksheet. The steps for moving data from one cell to another are very similar to those 
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for copying data. The methods are either the Drag and Drop option and the Edit menu 
from the Menu bar option. 
Moving data using drag and drop method: 
©  Selectacell or range to move. 
© Move yourmouse to the border of this cell. It changes to arrow pointer. 
© Press and hold the mouse button. Drag the pointer across the worksheet to the 
location you would like to move the cell’s content. : 
© Release your mouse button. The cell’s contents are pasted into their new location. 
Try to do it yourself. 
Moving data using menu option: 
© Select the cell or cells you want to move. 
© — SelectEdit-> Cut from the menu bar 
or pressCtrl +X 
or press cut button Xx on theStandard Toolbar 
© — Select the cell to receive your data. 
© _ SelectEdit-> Paste or pressCtri+V. 
or Click on the Paste button on theStandard Toolbar, 


6.16 How to Transposing the dataofacell? , 

There is an interesting feature in the Excel application. We can very easily paste data 
that is in rows to data in columns by using Excel's transposing feature. Let us see an 
example below: K 

Letus learn the steps to transpose data: 

Select the range you want to transpose. 

© Copy therange | Select the first cell in the paste area 

© Right click to bring the context menu 1 ChoosePaste Special from theEdit menu. 
Paste Special dialog box appears | SelectTranspose checkbox | ClickontheOK. 


Shakti Kaustav 
Ci Mumbai Channi Mumbai 
Age 13 Fe ih. 14 


Figure 6 : The Output of Transposing Date 
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6.17 How to change the Column Width? 

In order to change the width of the column in Excel we have to drag the boundary of the 
column on the right side heading until we reach the desired width. - 

To change the column width for multiple columns, select the columns whose width you + 
want to change. Then drag a boundary at the right of a selected column heading. To 
change the column width for all columns on the worksheet, click the Select All button, 
and then drag the boundary of any column heading. 

To make the column width fit the contents, double-click the boundary to the right of the 
column heading. 


Sjee pe yee poot | Pamat | [acts Gate w 
+10 |F ae Om 
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' Figure 9 : Change Column Width 
6.18 How to change the Row height? ` 

Drag the boundary below the row heading until the row is the height you want to change 
the row height for multiple rows, select the rows you want to change. Then drag a 
boundary below a selected row heading to change the row height for all rows. 

Click on Format option | Highlight on Row I Click on Height I Type the desired height 
of the Row in the Row Height dialogue Box. 

We can adjust the Column Width and the Row height by defining the Column Width and 


Figure 8 : Change Row Height 
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Row Height to entering values in it. Try it your self. 


6.19 How to insert rows and columns? 

To insert a column or row, select the column or row header 
next to where the new area will appear. New columns are 
inserted to the right of your selection and new rows 
underneath. Then right click within the selected area to bring 
up the shortcut menu and select Insert, or select Insert -> Worksheet 
Columns or Rows from the menu bar. The worksheet, click 
the Select All button, and then drag the boundary below any 
row heading. 


Gh chert... 
Je Function... 
To make the row height fit the contents, double-click the L Comment 

boundary below the row heading. J 


6.20 How to hide/unhide Rows/Columns? 

At times we may require to hide specific rows/columns to Figure 9 : Move of Copy 
restrictofviewing confidential data. Worksheet Dialog Box 
Steps to Hidea Row/Column 

© Keep the cursor on any cell in the row/column you want to hide. 

© Click Format-> Row -> Hide or Format -> Column -> Hide. 


Steps to Unhide Row/Column 


Select the entire worksheet. Click Format -> Row -> Unhide or Format -> Column a 
Unhide. 


Ericson excel cooks oi ar oer 
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Figure 10 : Hide Unhide Column 
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Inserting, moving, deleting and renaming worksheets 

6.21 How to Move/Copy a sheet? 

Right click on the sheet to move or copy and select Move or Copy option. The resultant 

dialog-box appear. 

If you want to copy the sheet select the check box at the end of the dialog-box and click 

OK. If you want to move the sheet, select the sheet before which you want to place moved 

sheet from the list-box and click OK. You can also move the sheet to a new workbook. For 

this selectnew book from the To book drop-down. 

6.22 How to Insert block of cells? 

When you don't want to insert a whole row or column, you can insert a block of cells and 

choose to move the existing cells to the right or down: 

Steps to Insert 

Y — Select the range of cells where you want to insert the block. 

Y Right click on the selection and choose Insert from the context menu to display the 
Insert dialog box. 

Y — Choose the most appropriate option in the Insert group box: Shift Cells Right or 
Shift Cells Down Select the other option ifnecessary. 

Y — Click theOK button to insert the cells. 

6.23 How to Delete block of cells? 
When you delete a block of cells, you can choose whether to fill gap with the cells to 

5e right of or beneath where the block was: 
Select the range of cells you want to delete. 

y Right-click on the selection, and choose Delete from the context menu to display 
the Delete dialog box. 

Y Check whether Excel has chosen Shift Cells or Shift Cells Up; change this if 
necessary. 

Y — Click the OK button to delete the cells. 

You can also move a sheet by clicking and dragging the sheet and placing it between the 

Sheets as desired. 
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6.24 How to "Rename "a sheet? 

We have seen that by default the names of the Worksheets 

are displayed as "Sheet 1,Sheet 2" etc.on the Sheet Tab 

-To put a name of your choice, right click on the desired 

sheet to be renamed, and select Rename from the 

resulting popup menu. 

Type an appropriate name of your choice. 

6.25 How to delete a sheet? 

Y Right click the sheet tab of respective sheet to be 
deleted and select Delete from the resultant popup 
menu. 

¥ Click OK to confirm. 


Figure 11 : "Rename" 
Dialog Box 


6.26 Howsave and close a workbook and exit from Excel? 
To Savea workbook, choose File -> Save 
or click the Save button and save the file. 
© To close a workbook, choose File > C lose. If the current workbook contains 


unsaved changes, Excel will prompt you to save the changes before closing the 
workbook. 


© To close all open workbooks, hold down Shift as you click on the File menu, and 
then choose Close All. 


©  Toexit Excel, choose File -> Exit, Excel will prompt you to save unsaved changes 


Figure 12 : "Save and Exit" Dialog Box 
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to any workbook before it shuts down. 


Formatting Data 

Excel makes available numerous formatting options to give your workbook a 
polished look. 

Some of the changes we can bring about in presenting the data: 

© Change size of fonts,cells 

© Change color ofthe data 

© Addcolorto the borders and background of cells. 

© Change the format ofa cell ete. 

To apply formatting decision one must select the cell or a group of cells calledrange 


6.27 Whatis a Range? 

Arange is a rectangular block of cells. 

Excel uses "range" facility to ease complexities. For instance, the format used to display 
values can be changed for an entire range. All the values in a range can be referred to when 
writing a formula. A range of cells can also be protected, which means the contents of the 
cells cannot be altered. Ranges can also be named. 


6.28 What do we understand by Range Reference? 

A reference identifies a cell or a range of cells on a worksheet and tells Microsoft Excel 
where to look for the values or data you want to use in a formula. With references, you can 
use data contained in different parts of a worksheet in one formula or use the value from 
one cell in several formulas. You can also refer to cells on other sheets in the same 
workbook, to other workbooks, and to data in other programs. References to cells in other 
workbooks are called external references. References to data in other programs are called 
remote references. 

To refer to a cell, enter the column letter followed by the row number. For example, D19 
refers to the cell at the intersection of column D and row 19 to refer to a range of cells, 
enter the reference for the cell in the upper-left corner of the range, a colon (:), and then the 
teference to the cell in the lower-right corner of the range. 

The following are examples of references. 


To refer to Use 

The cell in column B and row 10 B10 

The range of cells in column C and rows 10 through 20 C10: C20 
The range of cells in row 15 and columns D through F D15:F15 
All cells in row 7 7:7 

All cells in rows 15 through 22 15:22 
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All cells in column F F:F 

All cells in column through I through K EK 
Excel also allows to select discontinuous range.. 
With the range of cells C1:E1 selected, click on the Italics button and Center alignment 
button. 
Ifthe contents of the cell do not fit in Row the Column we can adjust the column widths of 
the columns by first selecting the column by clicking the column heading and dragging 
the edge of the column heading or Format" Column" Auto fit Selection. 


6.29 How to change Fonts and Fonts Style? 

The first item on the Formatting toolbar is the Font combo box. Click on the box’s drop- 

down arrow to see a list of available fonts. The small graphic to the left of the font name 

will give you an idea of how the font will print. 

The font size box allows you to change your point size. Point size is a measure of the size 

of your font. 

Through the Format Menu we can use the bold, italicize and underline options to be used 

onthe cell entries. 

Steps to use Bold, Italic and Underline options on the data within the cell : 

© — Selectthe cell orcell range you want to format. 

© Click on the Bold, Italic, or Underline button on the Formatting toolbar. You can 
click on more than one button also it required. 

To avail more formatting options we can use the Format " Cells dialog box. 
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Figure 13 : "Conditional Formatting" Dialog Box 
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© Afterselecting the cell or cells that you want to format select Format" Cells. 

© Click onthe Foenttab. 

Here you can choose many font changes at once and view the result in the Preview 
window. 


6.30 How to Align data in a worksheet? 

We will find that in an Excel worksheet there are Alignment buttons as well as Alignment 
Dialog box. 

By default all data which are text entries are left aligned and those data which have 
numeric values are right aligned. There are four options available for aligning the data: 
i.AlignLeft ii. Align Center iii. Align Right iv. Merge and Center. 

To change the alignment ofa cell’s entry, follow these steps: 

© Selectthe cell or cell range you want to realign. 

© Clickonany ofthe first three buttons to align the entries ofthe cell range as given. 


ih} 
it 


Align Left Align Center Align Right 
To reverse the action, click on the button again and it will return to the default alignment 


The last of the alignments button is the Merge and Centre button. This can be used to 


place a title across a section ofa worksheet: 
© Inthe leftmost cell of the range where you would like ae] 

the title to appear, type the entire title. Merge and Center Button 
© Select the range across which you would like the title 

to appear. 
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Figure 14 : "Merge and Center’ Dialog Box 
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© Click onthe Mergeand Centerbutton. 

6.31 How to wrap textin a cell? 

The Alignment dialog box offers more options than the alignment buttons on the 
Formatting toolbar. Text wrapping option is available in this dialog box. Follow the 
steps for wrapping text: 

© — Selecta cell and enter text that is too long to fit init 

© Select Format -> Cellsfrom the menu bar and click on the Alignmenttab. | 
© — Check the Wrap textbox and click on OK. 


6.32 How to rotate the text ? 

The contents of a cell can be aligned horizontally or vertically. This new feature is an 
angular orientation that makes the cell contents appear to be printed in an angle. You 
decide the steepness of the grade. Follow these steps to set this feature: 

Select the cell or range of cells you wish to orient differently. 

Select Format -> Cellsfrom the menu bar and click on the Alignment tab. 

On the right side of the dialog box, either click on the vertical box to display your 
text top-to-bottom or click on the right box for angular orientation. 

Click on the Degrees box below the graphic and manually type a number between 
-90 to 90 degrees. Alternatively you can hold the word text in the Orientation box 
and drag it upward or downward to set the degree of rotation required. 

Click on OK. 
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Figure 15 : Text Rotation using "Format Cells" Dialog Box 
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The figure below displays the orientation of the data displayed at 45 degrees. 

6.33 How to use Border and Color? 

You can also useF ormatting toolbar for adding borders, cell shading and font color. 
If you need a different border follow these steps: 

© Click on the drop down arrow to the right of the Borders button. 

© TheBorder palette opens. 

© Format your selection by clicking on the style of borders you would like. 
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6.34 How to Preview a Worksheet? 

ChoosePrint Preview from theFile menu. 

In case the Worksheet is too wide we will find dotted lines between the last column 
Observe the dotted line between column E and column F, the dotted line indicates that 
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Figure 17 : "Worksheet" 
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there will be a page break. 


6.35 How to Change page orientation? 

What you want to do is actually flip the table so that it fits on the whole page. You can do | 
this by choosing Page Setup from the File menu. 

© Choose Page Setup from the File menu. 

The following Page Setup dialog box should appear: 


Page Setup 3 ee axi 
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Figure 18 : "Page Setup" Dialog Box 
© Click onthe Page tab ifitisn’t already displayed. 
© Within the Orientation box click onLandseape and then click on theOK button. 
Observe the dotted line (indicating a page break) at the bottom of your workbook and 
running horizontal. 
6.36 How to attach notes in Cell? 
We can attach notes to cells by using comments. 
You can view each comment when you rest the 
pointer over the cell or view all comments at the same 
time. You can print comments in the same location 
where they are displayed on the worksheet or a list at 
the end of the worksheet. Figure 19 : Within the Cell Comment Box, 


© Keep the cell pointer name each comment. type in the text you want as comment 
©  ChooseComment from theInsert menu. 


ACell Comment box appears with a red note indicator in the upper-right corner of the 
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cell. Anytime we put the mouse over the red note indicator, the comment appears. 

Split box 

The small box at the top of the vertical scroll bar and at the right end of the horizontal 
scroll bar. To view two parts of a worksheet simultaneously, drag the split box in the 
direction you want the split to appear. To split the window along row or column gridlines, 
drag the split box onto the worksheet. To remove a split, double-click the split. 
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Figure 20 : Spliting Box 


6.37 How to use the "Freeze panes"? 

We use the Freeze Panes option to keep the column or row titles in view while scrolling 
through a worksheet However Freezing titles ona worksheet does not affect printing. 

We can Freeze the top pane, the left pane, or both on the active worksheet. 

Click on Window Option menu | Click on Free Pane 


Writing formulas using functions 

A formula, is used for performing calculations on numerical data. A formula can be 
anything from simple addition, To un freeze panes follows the same steps and click on 
unfreeze pane. To complex calculations on how to build a bigger and more robust Hubble. 


6.38 What are the different parts of a Formula? 

To create a formula in Excel, you need to indicate the data to be used in the computation 
and the operation(s) to be performed. 

Data can consist of constants (numbers) and reference to cells. 

Operations use four categories of operations: 
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v Arithmetic ¥ Logical v Text v Reference 
Constant f 
A constant is a number entered directly in the formula-it uses a constant value in every | 
calculation (unless you change the formula). For example, we can enter the following 
formula in a cell to subtract 99—55: 
=99-55 
When we press Enter, the cell displays 44. The initial =sign tells Excel that we an working 
a formula in the in the cell; 99 and 55 are constants, and the minus sign is the operator for 
subtraction. 


References 

A reference indicates the location of the information we want to use in a formula. By using 
references instead of constants, we can build formulae that does not need change when 
the data in a worksheet changes. For example, to perform the calculation 99 — 55, 99 in 
cell C5 and C5 in cell C6 and then enter this formula in cell C7: 

=C5-C6. 

This tells Excel to subtract the contents of cell C5 from the contents of cell C6. Now if 
we change the data in cells C5 and C6 Excel will automatically recalculate the values 
and show the result in cell C7. 


6.39 Howto calculate by using functions? 

Functions are predefined formulas that perform calculations by using values, called 
arguments, in a particular order, called the syntax. For example, the SUM function is used 
to add values or range. 

Arguments can be numbers, text, local values such as TRUE or FALSE, etc. Arguments 
can also be constants (such as 5,8 etc.), formulas, or other functions. 

The syntax of function begins with the function name, followed by an opening 
parenthesis, the arguments for the function separated by commas, and a closing 
parenthesis. If the function starts a formula, type an equal sign (=) before the function 
name. As you create a formula that contains a function, the Formula Palette will assist 
you. Formula Palette is normally not visible, but, when you start typing with an “=” ina 
cell, the name box changes to a Formula Palette. 

So, function is one of Excel’s built-in formulae. For example the SUM formula 
mentioned earlier adds the contents of the specified range. To add the contents of cells A3 
through A7, you could use the function =SUM(A3:A7) rather than the formula 
=A3+A4+A5+A6+A7. Each function consists of a name and one or more arguments 
indication the data to be used., In the above, example, the name is SUM and the single 
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argument it uses is A3:A7, The arguments for a function can be constants, references, 
range names, or other functions; for functions that use multiple arguments, commas 
separate the arguments. A function returns a result. 


6.40 How to use the Auto sum (2) Function? 


© Click the cell that will contain the function. 

© Click the AutoSum button, Excel will enter the function =SUMỌ and wil! suggest 
within the parentheses the cells in the current row or column that identi fes as most 
likely contenders for summing. For example, if the active cell is immediately 
below a column of figures, AutoSum will suggest summing that range: ifthe active 
cell is to the right of a row of figures, AutoSum will suggest summing that range. 

© If, the range is not correct, click and drag with the mouse to indicate the correct 


range. 
© Press Enter orclick elsewhere in the worksheet to enter the function. 


The following dialog boxes appear: 
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Figure 21 : "Autosum Pvc nee" Dialog Box 
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6.41 How to obtain the average of Cells between C2 to C6? 
Take your pointer to C8 (Where you want the average to be displayed) 


Click on Insert | Click on Function | Click on Average | The average is automatically 
selected. Press Ok to Continue. 


Function dialog box : 


Figure 22 : "Insert Function" Dialog Box 
Function Arguments Dialog box: 
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Figure 23 : "Function Arguments" Dialog Box 
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The Work book looks as follows: 
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Figure 24 : Average Work Book 
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Chapter : 7 
Working with PowerPoint 


We will learn about 


Utility of Power Point Application 
Details about Menu Bar, Status Bar and 
Toolbar 

Presentation through various methods 


Manipulating slide presentation. 
Slide Transition effect 
Animation effect 

Rehearsing the Timings. 


7.1 What is PowerPoint? 

PowerPoint is an application software under Microsoft Office, which helps us in creating 
various types of slide presentations. Till recently while organising seminars, workshops 
etc. speakers used to take the help of Overhead Projector, Slide Projector etc. for 
explaining their topic explicitly; today the same has been replaced by PowerPoint 
Presentations which allows texts and pictures to be presented in a very efficient and easy 
manner combining audio and video features. 


In fact Multimedia Projectors are also available for enlarging these slide presentation to 
the requisite degree in case the number of audience is more. 


PowerPoint allows us to add our own text and graphics to a readymade background 
template making it easier to create an attractive presentation. 


Slides can be accompanied by Speaker notes, which are designed to be used exclusively 
by the presenter. Slides can also contain graphic images either from Clip Art available 
with Microsoft Office or from other sources for e.g. by scanning or downloading from 
other Multimedia CDs on websites. Slides can contain graphs, charts, organisation charts 
or multimedia clips having sound, animation or video clips. 
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Various features available on the Power Point screen 


Title Bar : The Title Bar occupies the topmost position of the PowerPoint application 
window. 


D Waitt P onean -Presented 


Application Name 
Control Menu 


Menu Bar : This bar consists of all the PowerPoint menus. The Menu Bar is found just 
below the Title Bar. Each menu contains a list of options. The option which is used is 
found to be highlighted, the remaining options are which are not being used for the task in 
progress appears grey. 


Status Bar : The Status Bar is found at the lower most position of the PowerPoint 
application window. 


Number of Active Slide Name of the Template 


The Status Bar displays information about the current PowerPoint application. The user 
can at any point of time find out at which slide he is working on and the template he has 
used for that specific slide. We will find that there are several templates available, which 
can be used depending on the type of presentation. 


Toolbars 4 
These tools often provide the fastest way of accessing and executing the various 
commands. On the PowerPoint application window, we find two toolbars available : 

i, Standard Toolbar 

1. Formatting Toolbar 
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7.2 Starting PowerPoint Application 


© Click on Start button | Programs | Microsoft Power Point The initial screen will 


look like the figure below. 


PowerPoint 21x! 


= | The Autocontent 


rs Open an existing presentation 


ee g 


| users 


| wizard is the quickest 
| way to create a 
| | presentation. 


Option 1 : We can create a new presentation by using Auto Content Wizard. This option 
allows us to select a presentation type and then helps us to create a complete presentation 


with samples ofavailable texts and graphics. 


Option 2 : We can select the design Template to start a new presentation from scratch. 
We can create our own slides one at a time with a specific design theme applied on the all 


the slides to render a consistent look. 


Option 3 : We can start a new presentation from scratch using a blank slide from the 


Blank Presentation option. 


View buttons and their functions : 


Slide View 


Outline View 
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Slide Sorter View 


Slide Show 


Notes Page View 


Slide View displays the currently active slide in the PowerPoint application. 


Outline View is used to organise the content of a presentation. We can switch back to 
Outline View from any other view at any time by clicking on the Outline View button. 


1 ©) Namaste !!! 
Welcome to the world of 
Exciting Holidays and Entertainment 
2 ©) A Holiday Package from Nature Lovers Group 
Transportation to Railway Station by Car 
Upper class Train Reservation 
Welcome bouquet at arrival 
3 Œ Accommodation Facilities 
One furnished cottage per family 
+) Bed Tea 
Lip smacking Breakfast 
Packed Tiffin for sight seeing 
Evening Drink 
Sumptuous Dinner 
5 ©) Sight seeing 
Farewell Gift 
6 ©) The Complete Package 
4 Days 3 Night 
All for only Rs.10000 
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Slide sorter View enables us to change the order of our slides easily. In this view slides are 
displayed as small thumbnails enabling PowerPoint to display all the slides at a time. To 
switch to Slide Sorter View, click on the Slide Sorter View button. 


= = 


"Accommodation Facilities ~~ 


zZ = 


-= 


; A Holiday Package fom Nature ~ 


T Rhee J Lovers Group 
| ge Foort to 
Namaste !! | % 2 Ramay Station by 


Welcome to the world of i i aad ieiki 
Exciting Holidays and Í oW 
Entertainment | at amval 


One furnished 
cottage 
per family 


= 7 z pe 


Soa a = SS 
Lip smacking Breakfast Sight seeing K 


pace e ae ` ged 4 Days 3 Night 
Evening Drink wh af Al for onty Rs, 10000 
oe 


praca i tt Farewell Gift 
t 


4 5 6 


The Coniplete Package ™ 


° 


Notes Page View 
Notes Page View is activated to make notes concerning the contents of a slide. This is 
exclusively a personal notepad of the presenter and can not be viewed ina slide show. You 


can create notes pages while you are creating your presentation and then use them as 


speaker notes when you give a slide show. You can also create handouts of slides for the 
audience. 
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Let’s start working on PowerPoint Presentation through the Blank Presentation 
option. 
Click on the Blank Presentation to start work!!! 
Once we have clicked 
on the Blank 
Presentation a New 
Slide screen will 
come in front of us. 
We find twelve types 
of slides are available 
on the screen for the 
user. That means we 
have twelve different 
formats of slides for 
us to write and draw 
for our presentation; if 
we slide the scroll bar 
down, we will see 
another set twelve slides appear. Thus we have a total of twenty four (24) slides. The next 
step would be to select a slide. We have to choose the suitable layout and click on it to 
select it. A dark border along the four sides will appear to indicate that the slide is selected. 
Let us create our first slide. 
© Select the second slide layout | Click on OK. | Click on Click to add title 
box | Write down the title as “Inter School Contest’’| Click on Click to add textbox. 
Write down the 
following text 


Inter School Contest 


® Quiz Contest E Click to add titte 

® Software I Ciickto addtext + Quiz Contest 
© Western Music i * Software 

® One act play + Western Music 
® Painting + One act play 


* Painting 


Slide No. 1 
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In order to create another slide click on New slide command under Insert menu.| Select 
the ninth slide layout.| Click on Click to add title box.| Write down the 


title “Quiz contest” | 

Click on Click to add 

text box. 

@ = Venue: Indira hall 

® Class participation : 
IX and X 

@ Group: Team of two 

® = Date: 01/01/2000 


Quiz Contest 


Click to add title 


* Venve: Indira hdl 
* Class participation 
TX and X. 


+ Group : Team of 
three. 


* Date 01/01/2000 


2 


9 


Slide No. 2 


Double click on “Double click to add clip art” box.| Microsoft Clip Art gallery will 
appear on the screen.| Select the appropriate category. Select the appropriate picture| click 


on Insert button. 


We will find the selected picture is inserted in the slide. 


Do it yourself 


1. Create the 3rd, 4th, Sth and 6th slide as per the contents given below 


Contents for the 3- slide: 
Title : Software 
© Venue : Netaji hall 


e Class Participation : XI and XI 


© Group : Team of two 
è Date : 02/01/2000 


Contents for the 5 slide : 
Title : One act play 

© Venue : Girish hall 

e Class Participation : IX — XII 
© Group : Team of seven 

® Date : 07/01/2000 
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Contents for the 4° slide : 
Tittle: Western Music 

© Venue : Kishore hall 

e Class Participation: VI to XII 
è Group : Team of three. 

@ Date : 04/01/2000 


Contents for the 6 slide : 
Tittle : Painting 

@ Venue : Hussein hall 

è Class Participation : VII— XII 
è Individual 

è Date : 06/01/2000 


Software Western Music 


* Venue : Netaji * Venue: Kishore 
hall hall 

* Class participation ' * Class participation 
XI and XU j VI te XII 

* Group : Team of = + Group: Team of 
two 3 three 

* Date :02/01/2000 A * Date :04/01/2000 


Slide No. 3 Slide No. 4 


Painting 
One act play 
* Venue : Girish hall 


* Class participation 
IX - XO 


* Group: Team of 
seven 
af. * Date :07/01/200 


Slide No. 5 Slide No. 6 
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The Auto Content Wizard is another method for the users to create different presentations, 


@) Do & yourself 


1. Create 6 slides on yourself with the help of Auto Content Wizard. Follow the hints given 
below. 


© 


~ ©©0 © © © 


© 


© 


Click on Auto Content Wizard icon and click on OK. The Auto Content wizard 
dialog box will appear 

Click on Next button. The next screen asks us what type of presentation we want to 
create, with a brief summary to the right of the box. 

Let us choose say, Personal as the type of the presentation we are going to give, and 
then select the Personal home page. Select Next. 

Choose how the presentation will be used, then click on Next. We can just accept the 
default setting by clicking. 

Choose the On-screen presentation type of output using the screen. Click on Next. 
Letus enter the information as requested. Then click on Next. 

Click on the Finish button to complete the presentation, 


-3 Viewing and Printing a presentation 


Opening an existing presentation : 

Start Power Point Application | Click on File menu | Click on Open 

The open dialog box will appear. 

We can look in different folders (directories) by clicking on the down arrow to the 
right of the Look in box and clicking Disk1 Vol. 1 (C:), 

Select the folder (Say, My Documents) | Click on the PowerPoint Presentation file 
(Say, Drama ppt.) that you have already created | Click on Open. 


7.4 Moving through slide presentation 
© The double down arrow key on the lower right on the vertical scroll bar act as the Next 


slide button. By clicking on next slide button we can move from one slide to another 
(Say, from slide 1 to slide 2, slide 3 and so on). 


The double up arrow key on the lower right on the vertical scroll bar act as the 
Previous slide button. By clicking on previous slide button we can move back from 
one slide to another, (Say, from slide 2 to slide 1) 
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We can also use Page up key and Page down key to move from one slide to another 
slide. 


To move to the last slide in a Power Point presentation we have to press Ctrl and End 


key together. 
To move to the first slide in a PowerPoint presentation we have to press Ctrl and 


Home keys together. 


7.5 Inserting a slide into a presentation 

In order to insert a slide into a presentation we have to perform the following steps 

© Click on Slide Sorter from the View menu. | Click on the slide before the one you 
want to insert, Your new slide will be inserted after this slide. Drop down the Insert 
menu and click on New Slide. | Choose the screen layout.| Create your new slide. 
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Let us insert a slide in between fourth and the fifth slide. 


s e 7 


Inserted Slide 


7.6 Deleting a slide 
© Selectthe relevant slide to be deleted through Slide Sorterview. 
© Todeleteaslide click on Editmenu | Delete Slide. 


7.7 Adding a new slide at the end of the presentation 
© To add a slide at the end of the presentation click on the New slide button on the 
Standard Toobar(oruse the Insertmenu), then choose desired slide layout etc. 


7.8. Changing the order of slides 

© Click on Viewmenu | Slide Sorter to display the slides | Click on the slide that has to 
be moved. While holding down the left mouse button, drag the slide to the new 
position and drop it into the desired place. 


A vertical line appears to the left of the new slide position. When we drop a slide in place, 


the remaining slides are moved up. If we drop the slide into the wrong place, we can use 
the Uncobutton to undo the move. 
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7.9 Apply Slide design : 


We 


show presentation. PowerPoint 
application allows us to add some 
colourful and attractive designs to our 
slides. 


Let 


we have already created 


© 


© 
© 
© 


have already learnt to create a slide 


us try to apply a design to the slides 


Ensure that the first slide is 
displayed on the screen in slide 
view. 

Click on the Formatmenu 

and select the Apply Designoption. 
The Apply Design dialog box opens. The list of design files in this directory are 
displayed. 

Select the design of your choice (say for e.g. High voltage.potfile) | Click on Apply. 


You will find that the simple looking slides has been transformed into attractive colourful 
ones. 


7i 
© 
© 


© 
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0 Printing the presentation 
To printthe slides, using the system defaults ; click on the Printbutton on the toolbar. 


To print more than one copy of the slides, or to print handouts, notes, etc. or to change 
other options, such as printing to fit the page etc., drop down the Filemenu and click 


on Prjintto display the box. ú ; : Re 
Choose what to print, what scale to fit, which slides to print, etc., from the options in 


the print box. Then click on OKto print our options. 
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7.11 Running the Presentation 
Aslide show is a succession of slides on the screen. The slides can be displayed one 
after the other either automatically or through clicking of the mouse. 

7.12 Applying Slide Transition 
While viewing the slide show, we will notice slides appear one after other in a 
monotonous way.To make the presentation stand out, we can apply slide transition, 
The effect where one slide leaves the screen to give way to the other is known as 
Transition 
To apply slide transitions to the slides in the presentation, we have to perform the 
following steps : 5 E 

© Click on the Slide Sorter 5 {No Transition fy No Effect 
under View menu Select the find 
first slide. A dark border 
appears around the slide. 
Click on the down arrow in 
the Slide Transition Effects 
list box. 


Slide transition button 


A list of options on Transition effects is displayed. 

© Select the effect of your choice say, Blinds Horizontal effect. 
As soon as you select the effect, you can see how your slide would appear with such 
an effect. To see the effect again, click on theSlide Transition button under the slide. 


© Select the next slide and choose another transiton effect. Now, do the the same for 
all your slides, one by one. 

To see how the various transition effects look in your presentation, click on the Slide 

Show button to view each slide one by one. Every time you click the mouse button, or 

press the spacebar key, or press Enter, you can see the text animation effects as well as the 

slide transitions. | 
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We can also perform slide transition through the Slide Show menu. 
© Click on Slide Transition command under Slide show menu 


The Slide Transition dialog box will appear. UC) 
There are many options in Slide Transition Tret an) 
Les] 

Cance | 


Effect : Click on the effect you want to apply 
on current slide during a slide show. This 
option provides different types of effects such 


dialog box. 
3 


p i4 Aane —— Say a 
as Cover Down, Cover Left, Dissolve, Wipe 1 Geese ch ETN | 
T axkomatcoly after | F Loop urti next sound 


Down, Random Transition etc. , jak 


Speed : Click on Slow, Medium, or Fast to adjust the speed at which the selected effect 
runs during a slide show. 


Advance: 

With the help of this option you can forward to the next slide during the slide show. 
Advance option have two check boxes 

O Onmouse click 

Q Automatically after q Seconds 


Select On mouse click check box if you want the next slide to appear immediately on 
clicking the mouse. 


Select Automatically after the number of seconds if you want the next slide to appear 
after the desired number of seconds as mentioned by you in the box. i 
Ifyou would like to have sound with transition effect click on sound then you get various 
sound options from which you can choose the desired one. 

Now to apply to the slide we have three optional buttons 


Apply to aij If we click on the Apply button then transition effect is applied to the 


currently active slide. A ) 
Alternatively, if we click on Apply to all button, transition effect will be 


cancel | applied to all slides we have already created. But if we click on Cancel 
button then we can redo the settings required for the slides, which we have created. 


To view the presentation click on Slide Show View Show 
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7.13 Applying Text Preset Animations 

PowerPoint also allows the users to apply certain preset animation features on the text and 

the picture of the slides for a more attractive and interesting effect. 

Steps for applying Animation effect 

© In the Slide Sorter view, select 
the first slide. 
You will notice that the Text : | i 
Preset Animation list box is whee 


. A Soule a Fly From Bottom-Left 
inactive. This is because there is 


EA Fly From Bottom-Right 


no clip artin the slide. fton Tepe 
©  Selectthe second slide. 
Now, we find that you can select 
a text animation effect from the 
list box. [ text animation icon ial 
© Select the Fly From Bottom effect. 
© Thetext animation icon appears under the slide to show that an animation effect has 
been selected. 
© Now, select the other slides one by one and add the text animation effects. 
Then save your presentation. 
© When youclick on Yes, PowerPoint stores these timings for future presentation. The 


total timings for all slides can be seen below each slide in the Slide Sorter View. 
© You can always record new timings for your presentation later by going through the 
same steps shown above. 
7.14 Rehearse Timings 
During the slide show, we can see that we have to keep clicking the mouse button to 
progress from one object to the next and from one slide to the other. PowerPoint allows us 
torun our slide show automatically, without using the mouse or the keyboard. 


We would need to do this on two occasions. Firstly, when we wish to continuously run the 
slide show, without being physically present ourselves. And secondly, when we wish to 
speak to our audience while the slide show is in the running condition, and you are 
standing away from the computer. 


Notice that the timings on both the occasion would be different. For example, an 


automatic presentation would take a much shorter time than the one where you are 
speaking publicly. ; 
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To adjust rehearse timings and record them for each of the slides in your 


presentations : 

© Inthe Slide Sorter view, Select the first slide and click on the Rehearse Timings 
button, 

© The first slide in the ex 
presentation fills the screen and 4 Rehearse Timings button 
a small Rehearsal Dialog box 
appears. The timer in the dialog Rehearsal ax 
box starts to show the time gowo gowo naya 
during which a text object is cJ z 
displayed on the screen. , 
After a certain interval of time, when you click the mouse button, the next object is 
introduced. 
Finally, after all the text objects ina slide are shown, the next slide moves in and the 
same progress is repeated, until you have rehearsed timings for all the slides in the 
presentation. 
If you wish, you can click on the Pause button to stop the process for a short time 
and then resume by clicking the Play button. You can also cancel the process 
midway, pressing the Esc key. 
After you have rehearsed the timings for all your slides, a dialog tells you the total 
time for the presentation. 

© When you click on Yes, PowerPoint stores these timings for future presentation. 
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The total timings for all slides can be seen below each slide in the Sorter view. You 
can always record new timings for your presentation later by going through the 
same steps shown above. 

In the slide presentation below, we will find the timings recorded below as 1 second 


for displaying each slide. 


Chapter : 8 
Internet and email 
We will learn about 


Idea about Networking 
Definition of E-mail 
History of the internet 
"World Wide Web"- What does it mean? 
Whatis a Browser? 

What do we understand by Downloading? 
How the E-mail works? 

How to attach a file to a message? 

How to insert a signature to our message? 


©©OGOOOOOGO 


Internet is the name for a vast, worldwide system consisting of people, information and 
computers. It may be termed as Network of Networks. It is only through the help of 
Internet that data can be sent or received within a matter of seconds to and from 
someone placed far away .This was absolutely unthinkable before the advent of 
Internet.One can imagine to what extent our entire life style has changed.On account of 
the great impact of Internet. 

8.1 What do we understand by the word " Networking"? 

The term NETWORK refers to two or more computers connected together. They are 
connected to allow human beings to communicate and to share resources, In networking 
environment, the computers are connected with each other either through the physical 
cable or via satellite. Usually, there is one server (a computer which controls the 
networking by making the resources and software available to other computers in which 
controls the networking by making the resources and software available to other 
computers in that work). Other computers, connected with it in order access data from it 
are known as clients. If you want to access data from another server your computer has to 
be connected with that computer and so on. 

In case of Internet, one is being connected with those servers. So, as and when required 
one an get the access of the remote servers. So whenever one is connecting a computer 
with the Internet, one is basically connected with the backbone of the Internet. 

The word Internet has been derived from "Inter-network". Todays internet is a collection 
oftons of thousands of network spanning the globe.Itis a huge source of interesting and 
enjoyable infirmation.It is in fact a Knowledge Bank.The internet allows millions of 
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people all over the globe to communicate and share the resources.The internet is an 
worldwde organisation consisting of countless nubers if people information sources and 
| computers joined in a symbiotic confluence. 

The Internet is often referred to as the NET. 

History of the internet: 

The Internet is a system of cabling and routers that let computers talk to each other, share 
files and exchange information. 


© 


© 


In the 1960's, the Advanced Research Project Agency (ARPA) created an intrnal 
communications system called ARPANET for the United States Department of 
Defense, that could survive a nuclear holocaust. 

This network created a method of communication called dynamic re-routing that 
allowed defence computers located all over the United States to communicate with 
each other electronically. 

Essentially, an electronic message was divided into packets and each packet was 
sent to its destination through an ordinary modem and over conventional 
communications lines. If a packet could not reach its destination as the line was 
down, it was down, it was simply re-routed over other lines until it reached its 
destination. 

The computer at the other end would then reconstruct the packets and read the 
message. 

In the 1970's, universities with defence contracts joined ARPANET to 
communicate reports better with the government departments. Once they had 
access to the Net, academics began to use the system extensively for research and 
communication with other academics. 

To make the network more global, a new sophisticated and standard IP (Internet 
Protocol) that defined electronic messages were packaged, addressed and sent over 
the network. TCP/IP (Transmission Control Protocol/Internet Protocol) allowed 
users to link various branches of other complex networks directly to the ARPANET, 
which soon came to be called the Internet. 

In 1984, ARPA handed over responsibility for the network to the National Science 
Foundation (NSF) whose new mandate was to encourage the development of a 
national and then international network of universities and research institutions. 

By 1988, the NSFNET had grown to 100,000 and reached beyond the borders of the 
United States to Canada, Europe, Japan and Australia. 

By 1992, however, interest in exploring the commercial possibilities of the Net 
grew and the NSF began to divest itself of responsibility for the network. At the 
same time, the network, now known as the Internet, continued to grow at an 
exponential rate. The introduction of the Worldwide Web made the Net more 
accessible to a broader range of people in an easy-to-read graphical environment. 
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© By 1994, commercial ISPs (Internet service Providers) began to sell access to the 
network to the public. FreeNets appeared in urban centres to provide free access, 


Usage of Internet in Office and Home: 
The Internet, as a source of information, is accessible to people across the world and the 


way in which this information is being used depends on the requirement of the user. 
The Internet is simultaneously a network, a medium, a market platform and transaction 
platform. 
Internet can be invaluable for people working in offices and organisations.. One can use 
the Internet for the following jobs: 
©  Gettechnical support for products which are being used.. 
© Provide technical support. 
© Publish information. 

Communicate or collaborate on projects. 
© Access business while away from office. 

Send/Receive emails 
Internet can also be used from home . We can do the following things: 
© Exchange email instantly with friends or family members who are away. 
© Participate in group discussion. 
© Find educational tools/aids. 
© Online shopping. (Including train ticket booking, air ticket booking etc.) 
© Entertainment (Movies/cartoons/Music/Quizzes/C hatting) 
The Internet, as a source of information, is accessible to people across the world and the 
way in which this information is being used is what distinguishes the information-use 
maturity of the people. 
The Internet is simultaneously a network, a medium, a market platform and transaction 
platform. 
Internet Addressing and DNS 
Every computer that is on the Internet has its own unique address in order to transfer data 
from one computer to another. An Internet address, is a 32 number e.g. 128.114. 143.4. 
Each number represents 8 bits of Internet address. To pieces of information are encoded in 
each 32 bit IP address - an identifier for an individual computer and an identifier fora 
local network that computer belongs to. Likewise, every person who uses the Internet has 
his/her own address. On the internet, the world ADDRESS always refers to an electronic 
address, not a postal address. 
When the number of computers on the Internet was small, this was not a problem. But, 
now with 5 million hosts it is a serious matter. How does one assign and keep track of all 
the unique numbers assigned to each computer, so that every other computer knows its 
existence and sends data to it? 
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All these information can not reside just on one computer and be accessed every day by all 
the other computers to update their address books. The Domain Name System (DNS) was 
developed to solve this problem. DNS is a distributed database. This allows the local 
control of the overall database and yet the data in each small segment is available across 
the entire network. Other than the distributed nature of the domains, the other main 
attribute of this system is its hierarchical nature. This allows the responsibility for 
maintaining a domain to be distributed and also for the information of the host to reside on 
different computers. 

Since Internet was conceived and developed , initially the top level domains. were 


designated as follows: 
com Commercial organization 
edu Educational organization 
gov governmental organization 
mil Military 
net Network resources 
org Other organization 
The other countries represented with domains include: 
in India 
au Australia 
ca Canada 
fr France 


uk United Kingdom 
All Internet addresses follow the same: the persons' username, followed by an @ 
character, followed by the name of the computer, (every computer on the Internet has a 
unique name). This address is not case-sensitive. 

Username Domain 
aces@ cal. vsni.net.in 
Name of the computer 

The part of the address after the @ character, is called the DOMAIN, which is a named 
group of the network hosts. The general form of all Internet address is userid@name of 
the computer. domain 
A User ID by itself is not necessarily unique. But the combination of the User ID and the 
domain must be unique. s 
Each part of a domain is called a subdomain. Subdomains are separated by periods. The 
rightmost subdomain is called the TOP-LEVEL DOMAIN. e.g. aces@cal.vsnl.in, 
reading from left to right, this is the mail address for the user known as ‘aces’. The server is 
in the organizational sub-domain vsnl.net, this organization is located in national domain 
‘in' ie. India. 
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Some Internet addresses have only two sub-domains (that is minimum). 

Let us compare this with our Telephone System. Suppose your friend living abroad wants 
to contact you in Delhi .In order to have a conversation with you in India, over the phone, 
from abroad, like U.S.A. he first has to dial the Country code (091 for India), then the City 
Code (say 011), ifyouare in Delhi) and then the phone number. The Country code, in this 
case is the DOMAIN and the City code, the SUBDOMAIN. 

8.2 What do we undestand by the word Protocol? 

Internet is not dependent on a central organization. All the computers and wires that make 
up the thousands of smaller networks connected by the Internet, work because they follow 
asimple rule known as Protocol. TCP/IP is the common name for a collection of more than 
100 protocols used to connect computers and networks. 

Within the Internet, information is not transmitted as a constant stream from host to host. 
Rather, data is broken into small packages called PACKETS. Each packet is marked with 
a sequence number, the address of the recipient and the address of the sender. In addition, 
TCP inserts some error control information. The packets are then sent over the network, 
where it is the job of IP to transport them to the remote host. At the other end, TCP receives 
the packets and checks for errors. If an error has occurred, TCP can ask that particular 
packet to be resent because an image of the data is sent, the original data is not sent. Once 
all the packets are received correctly, TCP will use the sequence numbers to reconstruct 
the original message. In other words, the job of IP is to get the raw data — the packets- from 
one place to another. The job of TCP is to manage the flow and ensure the data is correct. 
Thus, TCP is the transmission protocol and IP is the network protocol. 

Breaking the data into packets has several important benefit. First, it allows the Internet to 
use the same communication lines fo many different users at the same time. Since the 
packets do not have to travel together, a communication line can carry all types of packets 
as they make their way from place to place. As packets travel, they are sent from host to 
host until they reach their ultimate destination. Special purpose computers called routers 
choose the actual route. This means the Internet has a lot of flexibility. If a particular 


connection is disrupted, the computers controlling the flow of data can usually find an 


alternate route. In fact, it is possible that within a single data transfer, the various packets 
might follow different routes to the same destination. This means that when a particular 
part of the network becomes overloaded, packets can be routed over other less busy lines. 
Another advantage of using packets is that when a small transmission error occurs only 4 
single packet will need to be resent rather than the entre message. This greatly increases 
the overall speed of the Internet. All of this flexibility makes for high reliability; one way 
or another, TCP/IP makes sure the data gets through. In fact, the Internet runs so well that 
file may be sent from one host to another in only a few seconds, although they are 
thousands of miles apart and all the packets must pass through multiple computers. 
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The Internet is dependent on the existing infrastructure developed by telecommunication 
companies. Internet service providers lease data circuits from the telephone networks and 
have dedicated computers at the end points or nodes. These rely on the distributed 
intelligence of networking equipment known as 'routers', thus by-passing the telephone 
company's expensive switching computers while using their transmission lines. All the 
content of Internet is held by computers known as the "servers", which are owned by 
organisations and companies who want to distribute the information. 

When request is made to these servers for the information, they bundle the requested 
information in small packets, with address as to where it is to be sent, and send them down 
to the nearest connection to the Internet. When they arrive at the Internet, the packets are 
read by router, which is nothing more than a traffic cop and sent down in the same general 
direction as the address. A similar thing happens at the next junction on the Internet. This 
goes on till the packet is delivered to the right address, where it is put together again with 
other packets, to make up the original information. 

In order to accomplish the task of messaging across a network, computers use a 
networking protocol. This eanbles different types of computers running different types of 
OS to communicate efficiently. The de-facto standard today is TCP/IP. All this is 
accomplished by dedicated but fast computers known as routers that work in unison. 
Different protocols do different things. Some protocols co-ordinate the movement of 
messages from place to place, some check the integrity of what was sent and some 
translate data from one format to another. 

Network host handles the task of tranlating messages into and out of protocols. Every 
message transmitted over the Internet passes through at least three levels of protocol; The 
protocol used by the Internet for getting messages from one machine to another is called 
Internet Protocol (IP). The Internet Protocol is a network protocol and its job is to 
manage the logistics of getting a message from the sending machine to the receiving 
machine. After the Internet Protocol has done its work the Transport Protocol takes over 
to collect related packets, put them in proper order and verify that nothing is messed up. 
There ae two transport protocols that perform the functions: Transmission Control 
Protocol (TCP) and User Datagram Protocol (UDP). Finally, Application Protocol that 
turns the network transmission into something a human being can recognize as the 
answer to a request that was despatched through a network application. There are many 
application protocols such as: e-mail, Telnet, FTP, HTTP, www etc. 
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8.3 How to get connected to the Internet? 
To establish a connection to the Internet the requirements are as follows:: 


Acomputer 
©  Atelephone line 
© Modem 


© Communication software 
© Anaccount 


Acomputer 

Computers should be fast and must have a huge amount of memory and a large hard disk 
and with a CD drive, speaker. The operating system is the master control program that 
runs the computer. So it must be the latest version that is running in the Computer.. 
Atelephone line 

You connect your computer to the telephone system using either a regular phone line 
(with a modem) or an ISDN line (which require special equipment). 

A modem 

The data inside a computer is stored ina DIGITAL format that is different from data 
transmitted over a phone line which is in an ANALOG format. So when two computers 
are connected over a phone line, the data coming out of the computer is digital and before 
it can be transmitted over the phone line, it must be converted to analog data. At the other 
end, the analog data must be converted back to digital before it can be accepted by the 
other computer. Now, the process of converting from a digital format to an analog format 
is called MODULATION. And the process of converting analog data back to its digital 
form is called DEMODULATION. Thus the device that is used to act as an interface 
b.etween a computer and the phone system is called 4 
"MODULATOR/DEMODULATOR'" or modem. 

There are two types of modem: Internal and External. 

An internal modem resides on an adapter card which fits into an expansion slot inside a 
computer. An external modem is a small box connected to your computer with a cable. 
An external modem requires a cable and must be plugged into an electrical outlet. It 1s 
easy to move an external modem from one computer to another and there are indicator 
lights on the front which are sometimes helpful it something goes wrong. Moreovel, 
when the need arises, it is easy to turn the modem off and on to reset it. With an internal 
modem, you will have to restart the whole computer. 

After this, comes the speed of the modem, it is expressed in Bits per second (BPS). There 
are several standard modem speeds. 

Whattype of Modem do you use? 
What is the speed of the modem which you use? 
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Communication software 

If you want to use a dial-up connection with your modem, then you will need to run some 
kind of communication software to communicate with the modem and to produce the 
terminal emulation so that you can interact with the host computer. This host may be a part 
of a private local area network or it may be maintained by a commercial access provider 
suchas VSNL or equivalent. 

Anaccount 

To start work, you run a communication program to dial the phone and establish a 
connection with a remote Internet host. Once the connection is established you log in to 
the syatem by typing your user name and password. You are now ready to use Internet but 
the question airses that what remote computer do you dial to connect to the Internet. In 
most cases what you must do is arrange for an account from an [Internet Service Provider 
(ISP). They maintain computers that are connected to the Internet. 

When you arrange for an account, the service provider will give you an user name and a 
password. You will also be told which telephone number your communication program 
should dial in order to establish an Internet connection. 

Setting up an Internet connection 

To do this you must have connected your modem to your computer and installed the 
software for it so that your computer knows your modem. After this you need to set up an 
‘Internet connection’ so that your computer can connect to it. 

Your computer needs to know two things: 

© Which telephone number your modem will be dialling 

© Whatkind ofan Internet account you have. 

Basically this information relates to your Internet Service Provider (ISP) - the company 
that gives you an Internnet account (the facility to connect to the Internet). In India, by 
law, only one Govt. owned company is allowed to do so - the VSNL. One can buy an 
Internet account from VSNL by filling out a form and paying them for a ‘block' of hours 
for which you can access the Internet. 

After you buy the account, VSNL gives you a user name and a password that you decide 
(the password can be changed later). The first part of the username can be decided by you 
but the rest of it is decided by VSNL. You could be 'aces@! and the remaining domain 
name depends on where one lives. VSNLalso give youa set telephone numbers that you 
have to dialup to be able to use your account. 
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8.4 "World Wide Web"- What does it mean? 

E-mail is one type of activity that is done through the Internet. People use it as a means of 
directly communicating and exchanging information exchange that is also very powerful: 
The World Wide Web. 

The World Wide Web (also called WWW, or the Web) refers to millions of digital pages 
of information that are kept on computers all over the world. These "web pages" contain 
text on almost any subject one can think of: i.e.education, cartoons, sports, dance, drama, 
fashion, business and more! They include not only text, but also images, sounds, movies 
and animatioin. For example, the website miniclip.com contains computer games for 
kids. 

People create web pages about different topics, and then put them on special "host" 
computers. Then other people who are connected to the Internet, can look at these pages 
on their own computers at home, in school or at work. 

Whatis the difference between the web and email? 

Although both the web and e-mail are used through the Internet, they are quite different. 
E-mail is always sent directly to a person. However, web pages are kept on a computer, 
and can be read by anyone at any time. In fact, the person who creates the web page usually 
does not know who is reading it! In addition, the content of a web page is usually quite 
different from that of an e-mail message. E-mail messages often contain personal 
information that people would like to keep private. On the other hand, web pages can be 


seen and read by anyone on the Internet, so they typically have information that is meantto | 


be seen by everyone. 

Websites 

People make web pages for many different reasons: 

1. Educational institutions — to provide services and information to students and 
teachers. 

2. Companies —to provide customers with information about their products. 

3. Hobbyists —to entertain themelves and others. 

In most cases, web pages don't come alone, That is people usually create many web pages 

on their particular topic. This collection of related web pages is called a website. 

Each website has a main, starting page, which is called the home page, A home page 

typicallly has text that explains what the website is about, along with a picture or logo, 

There is also a list of other pages that are in the website. In order to go from one web page 

to the next, you do so by clicking on "links", 

Linksare words or pictures in a web page, which when clicked, will display another page. 

Some links will even bring you to another website, On a web page, links appear as 

underlined text. If you put the cursor ona link, the cursor will change to a pointing finger. 

‘Images that are links do not appear any different from images that are not links. You can 

know if an image is a link by putting your cursor on it. If the cursor changes to a pointing 

finger, itis a link, otherwise it is not. 
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Web Browser 

To view web pages, you need a special program called a web browser. The web browser 
can fetch a web page from a computer anywhere on the Internet, and show that page for 
you in seconds. 


8.5 Whatis a Browser? 

Browser is actually a client program (software) which is used to locate and display Web 

pages. 

It is designed to read Hyper Text Markup Language (HTML), which is the authoring 

language that is used to write Web pages. It is the program that also allows to bookmark 

our favourite resources, to download and view the text and graphics of a Web site, to 

browse around the Web. 

Which are the most popular browsers ? 

Microsoft's Internet Explorer (IE) and Netscape Navigator. are the most popular browser 

as of date. 

8.6 Whatare the features of a browser? 

The features you will find in Web Browsers can be grouped into five categories: 

© HTML feature 

© Security feature 

© Support for other Internet application protocol 

© Ease ofuse feature 

8.7 What do we understand by Downloading? 

Download means simply transferring a file froma host computer to the users computer. 

© — Click onthe Download to begin the process. 

©  Achoice will be provided to the user to save the file depending on the browser he is 
using. Ifit is Netscape, choose Save File. Ifusing Internet Explorer, . Click on Save 
this program (or file) to disk, and then click OK. 

© Now one must tell the computer where to store the file or files that is about to be 
downloaded . Click on the down arrow and select the choice that represents your 
hard drive. It can be your Desktop.C or D drive , etc. 

© Create anew folder on your hard drive name mydownloads, click on the folder icon 
with the little starburst on the right-hand corner. Delete the text New folder type in 
the new name mydownloads. Double click on the mydownloads folder and then 
select Save. Now you are directing your computer to receive the requested files 
from the server computer to your folder. Once you see the Download is Complete 
message ;Click on Ok. 

© To Install or Launch your downloaded files go back to your Desktop, click on My 
Computer, and then select the drive where you have kept the folder.. Click on the 
mydownloads folder. You'll see the desired files in this folder. 
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While browsing around the Web, you will undoubtedly find text, graphics, audio and 
video files that you'd like to download and utilise. If you want to download them in their 
original format, they can take hours and hours to download. Therefore, to speed things 
up, most large files are compressed, or zipped. A compressed file can zip through the 
download process ina fraction of time ofa regular file. ZIP files are clearly recognized by 
their .zip file extension, for example "acesinfo.zip". A special software program is 
necessary to unzip the zipped files known as WinZip . 

Exchanging information on the Internet 

Information can be exchanged through e-mail. E-mail or electronic mail can be defined 
as the exchange of messages and computer files between computer over a computer 
network. This network can be as small as a LAN or it can be as large as he Internet, that 
spans the world. 


8.8 What are the advantages of using e-mail facility? 

Compared to the postal system(snail mail), e-mail is almost instaneous. It directly 

reaches the concerned individual's e-mail box. In fact the sender can also understand 

whether the message has reached and have been opened by the recipient. 

When an e-mail is sent, even if the recipient is not in front of the computer the message 

is delivered into his/her mail-box and is available the next time he/she checks the Inbox. 

Y  E-mailis extremely affordable. 

Y E-mail messages being in an electronic form, one can save money on printing, 
fax paper or ink. 

Each and every user on the Internet has a unique Internet e-mail address. It is made up of 

three parts. The first part identifies the username of the person we wish to send e-mail to. 

The second part identifies what host computers (or server) the person receives mail on. 

Finally, the third part identifies what sub domain this host computer is located on. 

e.g. acesinfo1989@yahoo.co.in 


8.9 How the e-mail works? 

E-mail works on the 'store and forward’ principles. It is just like your postal system. When 
you write an e-mail message and mail it, it gets posted on a mail server, which could be on 
your private network on the Internet. This is some like your local post office, where all 
your letters land up after you deposit them in the letterbox. 

Like letters, which are transferred from one post office to another, the mail server forward 
all e-mail to the next server which temporarily stores them before re-forwarding them to 
the next one. This store and forward cycle continues until the e-mail messages reach their 
destination mail server. Then mail server also plays a large part in controlling the data 
traffic in the network. It stores messages when network traffic is high and forward them 
when it is low. Once the messages reach their destination mail server, they are stored until 
collected by the recipient. 


Computer Horizons Book VII TQ eo Oe ia Se one 7 


8.10 Howto create e mail messages? 

Alle-mail messages have three major components : 

i. The e-mail address(es) of the recipients(s) of the message 

ii.A short subject line that quickly describes the content of the message 
iii. The body of the message 


The message header is the top part of the e-mail that includes the following fields : 
Header Field Function 
To: The main recipients(s) of the message 
Ce: Other people you wish to receive a "carbon copy" of 
the message 
Subject: Aconcise description of the message 


Steps of creating and sending a message: 

Launch Internet Explorer 

Click the Mail button to start Internet Mail. 

Click New Message/Compose to create a new message. 

Type the e mail address of the message recipient.in the To: field, 
In the Subject: field, enter the subject of the message. 

In the body of the message, type your message. 

Choose File->Send Message. 


i Contacts Calendar Notepad 


Attachments 
The following file has been attached: 


ERR N SS ESS 


P parakpore.doc (27k) [Remove] No virus throat detected 
Attach More Files 


Figure 1 : "Attaching" Dialog Box 


8.11 How to attach a file to a message? 

We can copy text from a document and paste it into our mail message; this is one easy 
way of sending information which is already composed and have to be sent to another 
person. 

Alternatively we can send a copy of the actual file along with our e-amil message; 
this is another way to send existing data from any file of our computer to the intended 
recipient. This is called sending an Attachment, For eg. we want to send a Birthday card 
which we have drawn in the Paint software we have to send it through an attachment. 
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ASample Attachment ofa file to a new mail message : 

© Launch Internet Mail from Explorer's menu bar 

© — Choose File>New Message from the Internet Mail menu bar. 

© When the new message window appears, enter your e-mail address in the "To:" 
field. 

© Inthe "Subject:" field, enter" Attachment enclosed for your reference" 

© _ Inthe body of the message, enter "Please look into the attachment"?" Then hit Enter 
twice. 

© Onthe New Message toolbar, click the paper clip icon to inserta file./ 

© In the Insert Attachment dialog box, go to the Windows directory on your hard 
drive. 

© Inthe File Name field, enter *.bmp and click the Attach button. This will display 
only graphic image files. 

© Click any .bmp file and click Attach button. You will be returned to the New 
Message window and the file will be attached to your mail message. 

© To send the message, click the Send button in the upper left corner of the new 
Message window. 

Sending and receiving mail messages 

Internet Mail stores unsent mail in the Outbox. You can see if you have any mail that needs 

to sent by selecting the Outbox from the Folders pull-down window. If you have messages 

in the Outbox, you can deliver them by clicking on the "Send and Receive" button on the 

Internet Mail's toolbar. When you click the "Send and Receive" button, Internet mail 

sends any unsent mail and retrieves any few messages that have arrived at the server since 

you last checked for mail. 

Steps of sending and receiving mail: 

1. Start> Programs > Internet Mail. 

2. Click the "Send and Receive" button on the toolbar. 

3. Wait while Internet Mail communicates with the mail server. Any outgoing 
messages will be sent, and incoming messages will show up in the Inbox. 

Reading mail messages 

Once the user has made a connection to the mail server and downloaded any unread mail, 

Internet Mail stores all of the incoming messages in the Inbox. Unread messages appear in 

boldface with an icon of an unopened mail envelope. the messages which have been 

opened and read appear in normal typeface with the icon of an opened envelope. 

If we click on any of the messages, the contents are displayed below in the bottom 

window pane. 

If we double click on any of the messages, a new window appears with the entire 

message. 
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8.12 Howto insert a signature to our message? 

_ Asignatureisashorttext inserted at the end ofall e-mails ofa user. 
It can include a name, address,contact nos., an image ,a message etc or the URL of our 
homepage. 


ae cea EO 
Folders {add > Edit} f 
E Inbox (245) 


O Sender Date) 
DT Dianes Manage Your Time With Usti Fri 14 Mar 2008 
temy $ C MakeMyTup Your E-Ticket Fri 14 Mar 2008 


tempw È C] Abhijit Ray ipaa jr Fui 44 Mar 2008 


C admingmakemytrip.com Your itinerary Information Fri 14 Mar 2008 
a a MakeMyTrip.com IY: Your 


aa 


Figure 3 : "In Box" 


} You can manually add this text to each and every message you write, of course. But since 
à signatures are such common practice, e-mail programs will add your signature to your 
messages for you, automatically, Follow the steps ofadding signature in e-mail: 

Step 1 

In the first step, you have to select what exactly should appear in a signature. Let us just 

assume that your signature Jooks like this: 

"Aces Infotech Pyt. Ltd. in 

Step2 

From the Tools menu in Outlook Express, select Stationary, This should bring up the 

Stationary dialog box. Select the tab named Signatures, 

Step 3 

Type me textor select file as signature and then click on OK. 

Step 
| Finally, make sure that the box before it says Add signature to all outgoing messages is 
i ticked. Then click OK and you have set up Outlook Expressto include a signature every 
l t time you send a message. 
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Step 5 
To insert the signature into the e-mail messa. 


ge select Signature option form the Insert 
menu of New Message dialog box. 


Apply Now for July 2008 


StudyLink 


Figure 3 : "Web Page" 
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